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Microsoft Windows 10

Common computer tasks

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.

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

| Untitled - Notepad = O >
File Edit Format Wiew Help

2.1.1. 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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2.2.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.

2.2.1. To copy and paste:

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

N —

April 22, 2013
Ms. Susan Everdeen
sue's Skydiving, Ir 4  Cut
151 Adventure Cir iz Copy
Ithaca, New York 1 B paste
Dear Ms. =1 Paragraph
) i= | Lists o . .
When lwas introc-___ __ _.., ..., five years ago, | knew | had found a life-long passion.

After considerable training, practice, and {of course) jumping, | am ready to share my love of
skydiving with others. | feel that | am qualified to provide a safe, exciting, and confident
skydiving experience for your customers. Please take a moment to review some of the skills
that | believe make me a good fit for this position:

3. Locate and right-click the desired location for the item, then select Paste. You can
also press Ctrl+V on your keyboard.
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April 22, 2013

Ms. Susan Everdeen
Sue's Skydiving, Inc.
151 Adventure Circle
Ithaca, New York 12464

Dear Ms. |

When | was iving five years ago, | knew | had found a life-long passion.
After consid | _ actice, and (of course) jumping, | am ready to share my love of
skydiving wi [? — at 1 am qualified to provide a safe, exciting, and confident
skydivingex =T Faragrabh  -ystomers. Please take a moment to review some of the skills
that | believ := Lists v fit for this position:

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

April 22, 2013

Ms. Susan Everdeen
Sue's Skydiving, Inc.
151 Adventure Circle
Ithaca, New York 12484

Dear Ms. Everdeen |

When I was introduced to skydiving five years ago, | knew | had found a life-long passion.
After considerable training, practice, and {of course) jumping, | am ready to share my love of
skydiving with others. | feel that | am qualified to provide a safe, exciting, and confident
skydiving experience for your customers. Please take a moment to review some of the skills
that | believe make me a good fit for this position:

2.2.2. 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.



April 22, 2013

Ms. Susan Everdeen
Sue's Skydiving, Inc.
151 Adventure Circle
Ithaca, New York 12464

Dear Ms. Everdeen,

When | was introduced to skydiving fiveyears ago, | knew | had found a life-long passion. After
considerable training, practice, and {of course) jumping, | am ready to share my love of
skydiving with others. | feel that | am qualified to provide a safe, exciting, and confident
skydiving experience for your customers. Please take a moment to review some of the skills that
I believe make me a good fit for this position:

1 am writing to express my interest in the recently posted Skydiving Instructor position. As a
frequent customer, | am guite familiar with Sue's Skydiving. | was always impressed by th

s

ah CLIL

professionalism of your pilots and instructors and your commitment to sharing the exciten | %
: opy

of skydiving with others. == -

] Paste
Certifications =% Faragraph
USPA Member (United States Parachuting Association) 2008-2013 i= | Lists 4

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

April 22, 2013

Ms. Susan Everdeen
Sue's Skydiving, Inc.
151 Adventure Circle
Ithaca, Mew York 12464

Dear Ms. Everdeen,

Whet to skydiving fiveyears ago, | knew | had found a life-long passion. After
consi ] Paste ractice, and (of course) jumping, | am ready to share my love of
skydi-— — feel that | am qualified to provide a safe, exciting, and confident
skydi =T FParaoraph  -yqurcustomers. Please take amoment to review some of the skills that
Ibeli i= Lists » ad fit for this position:

Certifications
USPA Member (United States Parachuting Association) 2008-2013

Class A, B, and C Parachuting License 2012-2013

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.



April 22, 2013

Ms. Susan Everdeen
Sue's Skydiving, Inc.
151 Adventure Circle
Ithaca, New York 12464

Dear Ms. Everdeen,

I am writing to express my interest in the recently posted Skydiving Instructor position. As a
frequent customer, | am quite familiar with Sue's Skydiving. | was always impressed by the
professionalism of your pilots and instructors and your commitment to sharing the excitement
of skydiving with others.

When | was introduced to skydiving fiveyearsago, | knew | had found a life-long passion. After
considerable training, practice, and (of course) jumping, | am ready to share my love of
skydiving with others. | feel that | am qualified to provide a safe, exciting, and confident
skydiving experience for your customers. Please take a moment to review some of the skills that
| believe make me a good fit for this position:

2.2.3. 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.
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Copying a file is not the same as creating a shortcut.

2.3.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.

E = %ﬁ- = | Document - WaordPad
2
Undo (Ctrl=7)
&

J
L Reverses the last action.
{2 Copy

Paste B 7 U abe X. ¥ évﬁv

-

Clipboard Font

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.



2.4.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.

2.4.1. To open the Settings app (Windows 10):

Click the Start button, then select the gear icon.

Access

Alarms & Clock

Calculator

Calendar

Camera

£ Type here to search

2.4.2. 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.

10
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Settings (3)

£ control Panel T

Control Panel

App

Open
Open file location
Pin to Start

Pin to taskbar

Recent
#  Device Manager
See which processes start up automatically when you star...
» Save backup copies of your files with File History

Taskbar and Navigation

2.4.3. 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.

Search

| Command Prompt

ﬁ- Programs and Features
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2.4.4. To open the Control Panel (Windows 7 and earlier):

1. Click the Start button, then select Control Panel.

Adrministrator

Documents
@ Calculator

aald

Pictures

—
t" Getting Started

!' Connect to a Projector

Sticky Motes

Control Panel h I
% Snipping Tool

Music

Computer

Devices and Printers

@ Microsoft Word 2010

- Default Programs
Ia‘;i;' Paint _
o Help and Support
1‘ #PS Viewer
ﬁ Windows Fax and Scan

% Remote Desktop Connection

»  AllPrograms

| Search programs and files

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.

12



= 4 [+ Control Panel »

Adjust your computer's settings

System and Security
Review your computer's status

Save backup copies of your files with File
History
Find and fix problems

- Network and Internet
View network status and tasks
Choose homegroup and sharing options

Hardware and Sound
View devices and printers

Add a device

Programs

Uninstall a program

Search Control Panel

LN )

View by:  Category =

User Accounts and Family Safety

'@' Change account type
@ Set up Family Safety for any user

Appearance and Personalization
Change the theme

Change desktop backgroupnd
Adjust screen resolution ;]

a2
Ay
@

Clock, Language, and Region
Add a language

Change input methods

Change date, time, or number formats

Ease of Access
Let Windows suggest settings
Optimize visual display

2.4.5. Adjusting application settings

You'll also be able to change the settings for different applications on your computer. You
will usually find application settings under File > Options, Tools > Options, or within a
separate Settings menu. Keep in mind that the location will vary, and some applications may
not have any settings you can change.

13



Good morning

~ New

Blank document Event planner

P Search

Recent Pinned Shared with Me

Account

Feedback

Options * H

Take a tour

LG

Welcome to Word

More templates —

Pin files you want to easily find later. Click the pin icon that appears when you hover over a file.

More documents —>

14




2.5.Understanding user accounts

A user account allows you to sign in to your computer. By default, your computer already
has one user account, which you were required to create when you set up your computer. If
you plan to share your computer with others, you can create a separate user account for
each person.

2.5.1. Why use separate user accounts?

At this point, you may be wondering why you would even need to use separate user accounts.
But if you're sharing a computer with multiple people—for example, with your family or at
the office—user accounts allow everyone to save their own files, preferences, and settings
without affecting other computer users. When you start your computer, you'll be able to
choose which account you want to use.

Brandon Olenna Mason Tyrell Mason

2.5.2. Administrator, Standard, and Managed accounts
Before you create new user accounts, it's important to understand the different types.

e Administrator: Administrator accounts are special accounts that are used for making
changes to system settings or managing other people's accounts. They have full access
to every setting on the computer. Every computer will have at least one Administrator
account, and if you're the owner you should already have a password to this account.

e Standard: Standard accounts are the basic accounts you use for normal everyday
tasks. As a Standard user, you can do just about anything you would need to do, such
as running software or personalizing your desktop.

o Standard with Family Safety: These are the only accounts that can have parental
controls. You can create a Standard account for each child, then go to the Family
Safety settings in your Control Panel to set website restrictions, time limits, and
more.

Generally, it's safer to be signed in to a Standard account than an Administrator account. If
you're logged in as an Administrator, it may actually make it easier for an unauthorized user
to make changes to your computer. Therefore, you may want to create a Standard account
for yourself, even if you're not sharing the computer with anyone. You'll still be able to make

15



Administrator-level changes; you'll just need to provide your Administrator password
when making these changes.

2.6.Adding and managing user accounts

The process for adding and managing user accounts is quite different for each version of
Windows.

2.7.Switching between user accounts

If you have multiple user accounts on your computer, it's easy to switch between users
without signing out or closing your current apps. Switching users will lock the current user,
so you won't need to worry about someone else accessing your account.

2.7.1. To switch between user accounts (Windows 10):

Click the current user icon on the left side of the Start menu, then select the desired user
from the drop-down menu. The user will then need to enter a password to sign in.

Change account settings
Lock

Sign out

Tyrell Mason

S Signed in

2 admin

(&
E Calculator
3

Calendar

Camera

N

Ask me anything
2.7.2. To switch between user accounts (Windows 8):

Click the current user in the upper-right of the Start screen, then select the desired user
from the drop-down menu. The user will then need to enter a password to sign in.

16



Change account picture

Lock

Sign out

H Administrator
H Brandon
31" Olenna Mason

You can switch back by selecting the desired user from the drop-down menu. You'll need to
re-enter your password to unlock the account.

Olenna 1
Mason !Ej

Change account picture
Lock

Sign out

¢ Tyrell Mason l/\\s
signed in
H Adrninistrator
H Brandon

2.7.3. To switch between user accounts (Windows 7):

Click the Start button, click the arrow next to Shut Down, and select Switch user.

17
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If you're finished using the computer, you can also choose to log off. This will allow other
users to sign in to the computer with different accounts.
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2.8.File Explorer

File Explorer is a file manager application that you will use to navigate through folders and
manage your files. File Explorer replaced Windows Explorer from previous versions of
Windows.

2.8.1. Open File Explorer
Here's how you open File Explorer.
1. Click the File Explorer icon.
Quick Access appears, which provides quick access to commonly used folders.

You can also click the Start button, and then choose File Explorer.

Ny
Press M@ + E to open File Explorer.

2. Open a folder by double-clicking it.

= | File Explorer

“ Home Share View

M 3 » Quickaccess » v | 0 Search Qu... Q@

3+ Quick access ~ Frequent folders (5)

¥ Downloads Downloads Desktop

[ Desktop i This PC ! This PC

=| Documents

| Pictures Documents Pictures

. A=) This PC This PC
=l Recent folders E : [ — I

@ Onelrive
D Recent folders

=| Desktop
[ This PC <=5 ’

cF Metwork
Recent files (20)
s& Homegroup

25 items

. G00AM
=Y gopns B
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2.8.2. The Address Bar

The File Explorer address bar is located above the file list and provides the file path of the
current folder.

1. Click a folder from within the address path to navigate to a different (i.e., higher) one.

T R —

| = | Word

“ Home Share View

&« - 1 > [ThisPC » Documents » ProjectFiles » Word v D
s Quick access Mame Date modified Type
4 Downloads f5| Board of Directors Meeting [29/2014 1204 PM  Microsoft W
I Desktop =] Discowver Canada Meeting Memo 4/ AM Microsoft Wor

r ME| Discover Mexico Meeting Memo 2/28/2014 312 PM Microsoft Wor
=| Decuments

*
4
o

= Pictures

4 Recent folders
@& OneDrive
[ This PC
¥ MNetwork

s& Homegroup
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2.8.3. Back, Forward, and Up Buttons

The back, forward, and up buttons appear next to the File Explorer address bar and provide
simple functions.

1. Click the Back button to return to the previously-opened folder.
This function is similar to that of using the back function in a web browser.

2. Click the Forward button to return to the folder you accessed prior to clicking the

Back icon.
3. Click the Up button to move up one folder in the file path.

T S N —

= | Documents
Home Share View
« ‘I = s ThisPC » Documents > v | Search Do... @

L Quick MName Date modified Type

‘Downluads Custem Office Templates 47272014 12:58 PN File folder

[ Desktop My Received Files 2/ 6 AM  File folder

OneMote Notebooks 5/20/201512:51 PM  File folder
Project Files 8/ 33 PV File folder
SwitchSkypeUl 5/8/201511:11 AM File folder

=| Documents
| Pictures

4 Recent folders
@ OneDrive
[ This PC
¥ Metwork

»& Homegroup

Sitems 1 item selected
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2.8.4. Navigation Pane

The left-hand pane of File Explorer is the Navigation Pane, which includes access to Quick
Access, OneDrive, your PC, and network locations. You can easily open a folder or file from
the Navigation Pane.

1. With File Explorer open, click a shortcut to open it.

I T S —

= | OneDrive

“ Home Share View

« « ‘I f@& » OneDrive » v O Search On... 0@

v 3% Quick access Mame Date modified Type
4 Downloads
[ Desktop

= Documents

th

Documents 5/20/2015 1: '. File folder
Music B/16 5 Al File folder
Pictures 6/1/2015 10:47 AM File folder

. 7| Excel 2013 Formatting Practice 3/4/2014 8:28 AM Microsoft Excel
&=/ Pictures

il A B 0

7| Spreadsheet 10/20/2014 9:20 AM Microsoft Excel
14 Recent folders

¢@ OneDrive
EH This PC
¥ MNetwork

s Homegroup
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2.8.5. The Ribbon

Like other Windows apps and programs, File Explorer contains a ribbon, which is located
above the file path, across the top of the app. It is composed of tabs filled with command
buttons, which are grouped similarly based on function. Tabs and commands differ based on
the what folder is open, what file is selection, or what function is being used. For example,
the Picture Tools tab appears when a picture is selected, and the Drive Tools tab appears
when a drive is selected.

1. Click a ribbon tab to view the File Explorer ribbon and commands.
The File Explorer ribbon is hidden by default.

2. Click a command.

I T R

= | OneDrive

il
m Home Share View

)
Pin to Quick Mew Properties
aCCess folder =

P

I Desktop Music B/16/20158:25 AM  File folder
2 Documents Pictures 6/1/2015 T AN File folder
==|

_ -| Excel 2013 FormattingWuctice 3/4/2014 8:28 Al Microsoft Excel
&= Pictures

E
3

| Spreadsheet 0/20/2014 9:20 AM  Microsoft Excel
L4 Recent folders

@& OneDrive
3 This PC
¥ MNetwork

o Homegroup

The ribbon will automatically hide.

3. Click the Expand the Ribbon button to unhide the ribbon.
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2.8.6. How to open on This PC instead of Quick access in File
Explorer

To change the start location in File Explorer, use these steps:

1. Open File Explorer.
2. Click the Options button from the "View" tab.
3. Use the "Open File Explorer to" drop-down menu and select the This PC option.

-] l = || Deskiop

File Heme Share Wiew 0

I [ Previewpane M Extralargeicons &5 Largeicons K& Mediumicons Group by = [[] ttem check boxes e

HS smallicons List Detaile

Navigation [ Detaile . 3 g
| pane & =
=t = Tiles & Content by~

Panes Layout Cusrent view Show/hide

i Add celumns = [] File name extensions
Sort ik Hide selected | Options
ize all colurnns tofit [ Hidden iterns e .,,

= « 4 [ » This PC » Desktop | & M Search Deskiop

A

Mame Date modiied Type Size
# Quick access
I Deskiop

& Downloads

4| Documents

This folder is empty.

&= Pictures
between_pes
a2 QRes
Sereenshots
System32
3 Between PCs
Coreinfo
WilanReport
B videos
b Musie
seripts

i T T T TR R R U T . O

. share "

L

0 ikemns

4. Click the Apply button.
5. Click the OK button.
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2.8.7. How to show file extensions in File Explorer

To show extensions for files in File Explorer, use these steps:

1. Open File Explorer.

2. Click the Options button from the "View" tab.

3. Click the View tab.

4. Clear the Hide extension for known file types option.

Folder Options

General View  Seanch

Folder views

~ You can apply this view (such as Details or lcons)to
r all folders of this type.

[ Aeplyto Folders | Reset Folders

Advanced settings:

Filez and Folders ~
[] &lways show icons, never thumbnails
L[] &ways show menus
Dizplay file icon on thumbnails
Dizplay file size information in folder tips
] Display the full path in the title bar
Hidden files and folders
{® Don't show hidden files, folders, or drives
() Show hidden files, folders, and drives

Restore Defaults

QK Cancel Apphy

5. Click the Apply button
6. Click the OK button.

Alternatively, you can also check the File name extensions option from the File Explorer's
ribbon View tab.
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2.8.8. How to show hidden files in File Explorer

To show files with the hidden attribute set to enabled on Windows 10, use these steps:

1. Open File Explorer.

2. Click the Options button from the "View" tab.

3. Click the View tab.

4. Under the "Hidden files and folders" section, select the Show hidden files, folders,

and drives option.

Falder Options

General  Miew  Search

Folder views
. You can apply this view (such as Details or lcons) to
il allfolders of this type.

[ Acplyto Folders | Reset Folders

Advanced settings:

Display file icon an thumbnails ~
Display file size information in folder tips

[] Display the full path in the title bar

|| Launch folder windows in a separate process
[] Restore previous folder windows &t logon b

. Restore Defaults

QK Cancel Apphy

5. (Optional) Clear the Hide protected operating system files option.

Quick tip: Usually, you would only use this option to troubleshoot problems with
system files on Windows 10.

6. Click the Apply button
7. Click the OK button.
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2.8.9. How to display file previews in File Explorer

To display file previews and details in File Explorer, use these steps:

Open File Explorer.

Click the View tab.

Click the Preview pane option.

Select the file to view a preview of its content on the right side.
Click the Details pane option.
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6. Select the file to display the details (such as title, author, size, date created, etc.) on
the right side.

After you complete the steps, every time you select a file, depending on your configuration,
you'll see the details or preview of its content on the right side.
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2.8.10. How to use search in File Explorer

Although finding files and folders is as simple as typing the query in the search box, there are

a few tips to get the most out of the feature.
To use advanced search in File Explorer, use these steps:

1. Open File Explorer.
2. Type the query in the search box and press Enter.
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If the search doesn't include the result that you're expecting, you can use the "Search" tab to
refine the result. For example, you can click the Current folder button to limit the search to

the current location.
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2.8.10.1. Refine search

In the case that you're looking for a file that was modified during a specific time range, you
can use the Date modified button, and then select a time range, such as Today, Yesterday,
This week, and to Last Year.
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If you can't narrow down the content, you can use the "Refine" options. For instance, you can
use the Kind option to specify the content type, such as Document, Folder, Music, Picture,
Game, etc. In the same way, you can use the Size option to limit the search to files of a
certain size. Or you can use the Other properties option to search files created by a specific
author, tag, etc.

2.8.10.2. Search options

Finally, the "Options" section includes the Recent searches menu to quickly access previous
searches, which can come in handy to reuse customized searches that you may have used in
the past, and the Advanced options menu to include or exclude non-index locations as well
as zipped folders in search results.
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2.8.10.3.

Resize search box

If you notice that the search box is too narrow to type a query, you can always drag the left
edge of the box to make it larger.
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2.8.11. How to reset settings to default in File Explorer

Although you can restore the File Explorer original settings, there's not a switch to reset all
the settings at once. Instead, you have to reset the settings individually, in groups.

2.8.11.1. Reset General

To reset the general File Explorer settings, use these steps:

1. Open File Explorer.

2. Click the Options button from the "Home" tab.
3. Click the General tab.

4. Click the Restore Default button.

Folder Options

General \iew  Search

Open File Explorerto:; | Quick access w

Browse folders

(®) Open each folder in the same window
() Open each folder in it own window

Click tems as follows

() Single-click to open an item (point to select)
h Underline icon titles consistert with my browser
lUnderine icon titles only when | point at them
(®) Double-click to open an item (single-click to select)

Privacy
e = Show recently used files in Quick access

(== [ ] Show frequently used folders in Quick access

Clear File Explorer histany Clear

I Bestore Defaults

Cancel oy

Source: Windows Central

5. Click the Apply button.
6. Click the OK button.

After you complete the steps, the default option to File Explorer, browse folders settings,
navigation, and privacy settings will reset to their default configurations.
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2.8.11.2. Reset folder views

To reset the folder views to their defaults in File Explorer, use these steps:

1. Open File Explorer.

2. Click the Options button from the "Home" tab.

3. Click the View tab.

4. Under the "Folder views" section, click the Reset Folders button.

Folder Options

General  Miew  Search

Folder views

You can apply this view (such as Details or lcons)to
all folders of this type.

Apply to Folders I Beset Folders I

Advanced settings:

[] Mlways show icons, never thumbnails
[ ] Mlways show menus
Display file icon an thumbnails
Display file size infarmation in folder tips
[] Display the full path in the title bar
Hidden files and folders
(® Don't show hidden files, folders, or drives
() Show hidden files, folders, and drives
Hide empty drives
Hide extensions for known file types

Files and Folders ~

Hide folder menge conflicts W

£ Restore Defaults ]

QK Cancel Apphy

Source: Windows Central

5. Click the Apply button.
6. Click the OK button.

Once you complete the steps, the folders will return to their default view settings. For
instance, if the folders with documents were using the "Large icons" view, then the view will

reset to "Details."

2.8.11.3. Reset view settings

If you have been changing the File Explorer advanced settings, and you want to restore the

original settings, you can use these steps:

1. Open File Explorer.
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2. Click the Options button from the "Home" tab.
3. Click the View tab.
4. Click the Restore Default button.

Folder Options

General View  Search

Folder views
_ You can apply this view (such as Details or lcons)to
.:] all folders of this type.

Apply to Folders Feset Folders

Advanced settings:

Files and Folders ~
[ ] Mlways show icons, never thumbnails
[] Mways show menus
Display file icon on thumbnails
Display file size information in folder tips
[] Display the full path in the title bar
Hidden files and folders
(® Don't show hidden files, folders, or drives
() Show hidden files, folders, and drives
Hide empty drives
Hide extensions for known file types
Hide folder menge conflicts

W
Restore Defaults

QK Cancel Apphy

5. Click the Apply button.
6. Click the OK button.

After you complete the steps, this action will reset all advanced settings, such as files and
folders, hidden files and folders, and navigation pane to their defaults.
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2.8.12. How to use keyboard shortcuts to manage File Explorer

If you want complete tasks even faster, File Explorer includes a handful keyboard shortcuts,
and here's are the most useful:

e Windows key + E: Opens File Explorer.

e Ctrl + Shift + N: Creates new folder.

e Ctrl + N: Opens new instance of File Explorer.

e Alt + Left arrow: Returns to previous folder in the history.

e Alt + Right arrow: Jumps to next folder in the history.

e Alt+ Up arrow: Moves a level up.

e Ctrl + F or F3: Starts a search.

e Ctrl + L: Focus on the address bar.

e Ctrl + Shift + Number 1-8: Changes folder view (large to small icons, list, details,

etc.).

e F4: Focus on the address bar and opens recent history.

o FS5: Refresh the instance of File Explorer.

e Ctrl+ C: Copies an item.

e Ctrl + X: Cuts an item.

e Ctrl + V: Pastes an item.

e Ctrl + A: Select all items.

e Ctrl + Z: Undo last action.

e Ctrl+ Y: Redo last action.

e F2: Renames item.
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