Search Your PC

fter you have used your PC for a while and have created many documents, you might have trouble
locating a specific file. You can save a great deal of time by having Windows search for your

document.

You can use the Search feature to look for apps, system settings, and documents on your PC, as well
as websites on the Internet. If you are working with File Explorer, you can also perform document
searches using the Search box in a folder window.

Search Your PC

Search from the Taskbar

o Click inside the Search box and type
your search text.

@ Windows displays the top apps,
settings, and documents with names
that include your search text.

© Windows displays other search results
here, organized by category (such as
Folders).

© If you see the app, setting, or
document that you want, you can
click it.

o To see results from a specific category,
click a heading, such as Documents.

@ You can also click a category.

@ You can click the More ¥ to see extra
categories, as shown here.

Windows displays the category items
that match your search text.

126

All  Apps  Documents  Email  Web

Best match

ﬂ Word
App
Apps
~ WordPad
Office
Search the web
L work- see web results
Folders.
v Workbooks
Documents
Working with Text.doc
@ Work-Life Balance - A 0
Manifesto.docx
Working with PowerPoint
Slides.dacx

| WordExpert_d-3_results
WordExpert 4-1a_results

¥ The Love of Word

© Walkies - A Brief History of Dog-walking

" CAD CH 01 Intro Cloud Computing PM
% Chapter 2

© Chapter 2

Al Apps  Documents  Email  Web

Best match
ﬂ Word
App
Apps
~ WordPad >
Office >
Search the web
P work - see web results >
Folders.
1 Workbooks >
Documents
Working with Text.doc >

&9 Work-Life Balance - A
Manifesto.docx

Working with PowerPoint
Slides.dacx

L work

- m
People

Photos Word
Settings App
Videos

= Open

¥ WordExpert_4-3_results

B WordExpert 4-1a results

B The Love of Word

W5 Walkies - A Brief History of Dog-walking
B C4D CH 01 Intro Cloud Computing PM
B Chapter 2
5l

© Chapter 2

O H @ = ma ~e




@ Windows displays details and related
tasks for the selected search item here.

9 Click the item you want.

Windows opens the app, setting,
document, or website.

Search from a Folder Window
€@ click File Explorer (5.).

o Open the folder you want to search.
9 Type your search text in the Search box.

© As you type, Windows displays the folders
and documents in the current folder with
names, contents, or keywords that match
your search text.

e If you see the folder or document that
you want, double-click it.

The folder or document opens.
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Can I restrict my folder searches to a particular file
type?

Yes, you can tell File Explorer to search only one of more
than 20 different file types, including documents, music,
and pictures. In File Explorer, click inside the Search box
and then click the Search tab in the ribbon. Click the
Kind + and then click the type of file you want to find.

Is there any way to tell Windows that I
specifically want to search for settings?
Not directly, but the Settings app does have
a search feature. Click Start (&8), click
Settings (%), and then use the Find a
Setting search box to type a word or phrase
for the setting you want.
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Select a File

efore you can use File Explorer to do any work with one or more files, you first have to select the

files so that Windows knows which ones you want to work with. For example, before you can move

files to a new location, you must first select the files you want to move. You can select just a single

file, two or more files, a group of files, or all the files in a folder. Although you learn specifically
about selecting files in this section, the technique for selecting folders is exactly the same.

Select a File

Select a Single File

@ click File Explorer (5.).

o Open the folder containing the
file.

@ Click the file.

Select Multiple Files
o Open the folder containing the
files.

o Click the first file you want to
select.

e Press and hold and click
each of the other files you want
to select.
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Select a Group of Files
o Open the folder containing the
files.

o Position the mouse pointer ([;+)
slightly above and slightly to the
left of the first file in the group.

e Click and drag the mouse
pointer ([;+) down and to the
right until all the files in the
group are selected.

Select All Files

o Open the folder containing the
files.

© Click the Home tab.
© click Select all.

Note: A quick way to select all the
files in a folder is to press (E1]+ (.

() File Explorer selects all the files
in the folder.

TIP
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How do I deselect a file?

deselect.

the folder.

Depending on the situation, there are a few ways to deselect files:

¢ To deselect a single file from a multiple-file selection, press and hold (57 and click the file you want to
® To deselect all files, either click the Home tab and then click Select none, or click an empty area within

® To reverse the selection — deselect the selected files and select the deselected files — click the Home
tab and then click Invert selection.
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Change the File View

You can configure how Windows displays the files in a folder by changing the file view. This enables
you to see larger or smaller icons or the details of each file.

You can choose a view such as Small Icons to see more files in the folder window. A view such as Large

Icons or Extra Large Icons enables you to view images as thumbnail versions of each picture. If you

want to see more information about the files, choose either the Tiles view or Details view.

Change the File View
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Preview a File

CHAPTER

10

Windows enables you to view the contents of some files without opening them. This makes it
easier to select the file you want to work with because it means you do not have to run an
application to see the file’s contents. Previewing the file is faster and uses fewer system resources.
Windows previews only certain types of files, such as text documents, rich text documents, web

pages, images, and videos.

Preview a File

@ 1n File Explorer, open the folder
containing the file you want to
preview.

@ Click the View tab.
@ Click Preview pane.

Note: You can also press (1J+( to
open the Preview pane.

() The Preview pane appears.
O click a file.

() The file’s contents appear in the
Preview pane.

( You can click and drag the left
border of the Preview pane to
change its size.

Note: When you are finished with the
Preview pane, you can click Preview
pane on the View tab (or press

(1D+) to close it.
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Copy a File

You can use Windows to make an exact copy of a file. This is useful if you want to back up an
important file by making an extra copy on a flash drive, memory card, or other removable disc.
Similarly, you might require a copy of a file if you want to send the copy on a disc to another person.
This section shows you how to copy a single file, but the steps also work if you select multiple files.
You can also use these steps to copy a folder.

o In File Explorer, open the folder FEREE - °© XJ
containing the file you want to
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Move a File 10

hen you need to store a file in a new location, the easiest way is to move the file from its

current folder to another folder on your computer. When you save a file for the first time, you
specify a folder on your PC’s hard drive. This original location is not permanent; you can move the
file to another location on the hard drive. This section shows you how to move a single file, but the
steps also work if you select multiple files or move a folder.
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Rename a File

You can change the name of a file, which is useful if the current name of the file does not
accurately describe the file’s contents. By giving your document a descriptive name, you make it
easier to find the file later.

Make sure that you rename only those documents that you have created or that someone else has
given to you. Do not rename any of the Windows system files or any files associated with your
programs, or your computer may behave erratically, or even crash.
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Create a New File

You can quickly create a new file directly within a file folder. This method is faster, and often
more convenient, than running a program’s New command. In Windows, you can create several
different file types, such as a Bitmap Image (a drawing), Rich Text Document (a WordPad file),
Text Document (a Notepad file), and Compressed (Zipped) Folder (which combines multiple files
in a single file, as described in the section “Extract Files from a Compressed Folder,” later in this
chapter). You can also create a new folder.

Create a New File
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Delete a File

hen you have a file that you no longer need, instead of leaving the file to clutter your hard

drive, you can delete it. Make sure that you delete only those documents that you have created
or that someone else has given to you. Do not delete any of the Windows system files or any files
associated with your programs, or your computer may behave erratically or crash.

Delete a File

o In File Explorer, open the folder
that contains the file you want
to delete.

e Click the file you want to delete.

Note: If you need to remove more
than one file, select all the files you
want to delete.

"

Note: See the section “Select a File,
earlier in this chapter, to select
multiple files.

€@ Click the Home tab.
@ Click the top half of Delete.

Note: Another way to select the
Delete command is to press (L2 ).

( Windows removes the file from
the folder.

Note: Another way to delete a file is
to click and drag it to the desktop
Recycle Bin icon.
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f you delete a file in error, Windows enables you to restore the file by placing it back in the folder

from which you deleted it. You can restore a deleted file because Windows stores each deleted
file in a special folder called the Recycle Bin, where the file stays for a few days or a few weeks,
depending on how often you empty the bin or how full the folder becomes.

Restore a Deleted File

o Double-click the desktop Recycle
Bin icon.

Note: If you have a Touch PC, open
File Explorer, click the first > in the
address bar, and then click Recycle
Bin.

The Recycle Bin folder appears. BIEE- Mamsge  Reoegn - o X
Home Share View Regycle Bin Tools - @

Click the file you want to restore. g 7 £ N 0
e KMl
@ Click the Recycle Bin Tools tab. i

. . & Downloads ~ #
@ Click Restore the selected items. P — WQZ"? 3 2
&= Pictures »* Jw?::‘;d_
The file disappears from the & Onedive

This PC

Recycle Bin and reappears in its
original folder.

e FLASH DRIVE (E)

= Network

Titem 1 item selected 156 KE =[i=]
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Extract Files from a Compressed Folder

f someone sends you a file via email, or if you download a file from the Internet, the file often
arrives in a compressed form, which means the file actually contains one or more files that have
been compressed to save space. To use the files on your computer, you need to extract them from

the compressed file.

Because a compressed file can contain one or more files, it acts like a kind of folder. Therefore, Windows
calls such files compressed folders, zipped folders, or Zip archives. You can view these files or extract them

from the folder.

Extract Files from a Compressed Folder

View Compressed Folder Files

@ 1n File Explorer, open the folder
containing the compressed folder.

() The compressed folder appears as
a folder icon with a zipper.

o Double-click the compressed
folder.

() File Explorer displays the
contents of the compressed
folder.

Note: File Explorer is only displaying
the contents of a compressed folder;
it has not extracted the files. To
extract the files, follow the steps in
the next subsection.
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Extract Compressed Folder Files CIELE S ﬂ-»wmﬂ == 2
Home Share View Compressed Folder Tools -
o In File Explorer, open the folder Bommre &y o |- [
containing the compressed folder. = P vieor i
o : . . |
e Click the compressed folder. %anmt + Ly = E © —— -
i ::(u::en 4 Downloads. Fax. Scanned Sound 2019-2020 2020-2021
© Click the Compressed Folder Tools tab. | =™ . O T T e e
. | Attachments
@ Click Extract all. i g
oy DOCX DOCX DOCX DOCX DOCX
The Select a Destination and Extract b Mny e fmnegwees B R
Files dialog box of the Extract Wizard Warkbooks X L L L N L
appears. Wmere
= FLASH DRIVE (E) DOCX DOCX DOCX DOCX DOCX DOCX
e Type the location of the folder into o s e F‘a”g&.‘%’.ﬂ‘ i Sber eevadd  Hetohogle
Wh1Ch y0u Want tO eXtraCt the ﬁl.es. S53items 1 item selected 543 KB fizz|=
( You can also click Browse and choose x
the fo lder. € % Extract Compressed (Zipped) Folders
0 If you want to open the folder into Select a Destination and Fxtract Files
which you extracted the files, click Files will e extracted to this folder
Show extracted files when Complete ‘C:\Users\Pant M\Documems\(.unfa:encd@ ‘ | Browse... M’
(D Changes to )° Mshw extracted files when complete

@ Click Extract.

Windows extracts the files.

TIP
How can I create a compressed folder?
Follow these steps: & @_-_n =
o Select the files and folders = Open _
. @ Moveto OneDrive
you want to store in the EH Scan with Microsoft Defender...
compressed folder. | DOCX Qe
. . . Agenda for
© Right-click any selected item. industry Give access to
L fibies — @ 5[ @ Buctoothdeice

Click Send to. | — HEREESES
9 g Cut i Compressed (zipped) folder <0
e Click Compressed (zipped)

folder.

The compressed folder appears.
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Specify a Different Program When Opening a File

You can open a file in a different program from the one normally associated with the file. This
enables you to use the other program’s features to work on the file.

You may have situations where you prefer to open a particular file with a different program. For
example, double-clicking a picture file opens it in the Photos app. However, you may prefer to open
the picture file in Paint or some other image-editing program so that you can make changes to the
picture. This section shows you how to open any document in another program.

Specify a Different Program When Opening a File

o In File Explorer, open the folder EIEEE ot pmsﬂ - o x
that contains the file you want ““ T = — o |
& cut MNew item ~ Open ~ i
to open. 0= copy path « 7 X =l £} eespatces:
Pmat(u(gl:l(k Copy Paste E e ren hz:]nie Ct:rpvy Deﬂ!te Rename mN:jv:! fm“ Wi
e’ Ch'ck the ﬁle. e Crinboa;d _ Organize New O | pnotes
: D‘Mm:ads * Ashibridiges Bay [E] search the Microsoft Store
@ Click the Home tab. memtc _# i R
= Pictures * q
@ Click the Open . @ ot e
5 This PC Saved Pictures Scans Scotland Siena Video Projects
() If the program you want to use T I el
appears here, you can click the @ Nework ’ -
program and Skip the remaining Boats C;a;eatﬁwea‘ks Eiffel Tower Flower 1 \DwerZ Hummingbird
@
steps.
P s _
© click Choose another app. e E
Iris Notre Dame Paris i Sunsetatthe  Woodbine Beach
cottage v
24items  1item selected 2.17 MB B== | =l

Windows asks how you want to
open this file type.

@ Click More apps.

How do you want to open this file?

Keep using this app

H Photos
Photos are easily enhanced, organized for you, and
ready to edit and share.

Other options

Paint
. Paint 30

Lock for an app in the Microsoft Store

More apps @

L_] Always use this app to open Jpg files

ok
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() Windows displays a full list of programs
you can use to open the file.

o Click the program you want to use to open
the file.

( If the program you want to use does not
appear in the list, you can click Look for
another app on this PC, and use the Open
With dialog box to specify the program.

© click ok.
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How do you want to open this file?

Photos ~
Photos are easily enhanced, organized for you, and

ready to edit and share.

Other options

Look for an app in the Microsoft Store

Internet Explorer
Look for another app on this PC 4 w

| Always use this app to open .jpg files

oK 1)

Windows opens the file in the program

you chose.
=

@l D @ = lis-Paint L5 [m] X
Home | View ~ @

5|
Clipboard Image | Tools Shapes Size

CEEmas -y g
Co\m DD‘. DD[‘D Edit Edit with.
DDDDDDDDDD colors  Paint 30

1250% 2 B : )]

. i
10 10 51284 x 2436px

:

How can I open every file of the same type in the
new program?

If you want to open every file of the same type —
such as Text Document files or Rich Text Format
files — in the same program, follow steps 1 to 6
and then click Always use this app to open .ext
files ((7] changes to []), where .ext is the file
extension of the file type you are working with.

Can I set the default app for multiple file types?
Yes. In the taskbar’s Search box, type set default,
and then click Default apps. Click Set defaults by
app, click the app you want to use, and then click
Manage. For each file type you want to open, click
either Choose a default or click the current default
app, and then click the app you want to use as the
default.
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