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[Please read this article with your computer!  DO the steps and you will find it all much easier to understand.  Otherwise you will forget.  Trust me on this.] 

This is the fourth, and last, of a series of articles on the basic use of Windows Explorer (known as File Explorer in Windows 10).  In the previous articles, we looked at the basic window layout when you open this app or program and we also talked about the two “panes” in this app window – the “Folder List” in the left pane, and the contents of a folder displayed in the right pane.  Clicking on any folder on the left will show the contents of that folder on the right.  In the second article we looked at the different VIEWS you can use in Windows/File Explorer and why I recommended the “Large thumbnail” view for pictures and the “Details” or “Detailed List” view for all other files.  In the third article we looked at selecting files for some action, such as to move them, copy them, or delete them.  In this article we will learn how to work with MULTIPLE files at one time.
Open the Windows File Explorer app or program and find “Documents” (or “My documents”) in the left pane and click on it once with your mouse to open the contents of the Documents folder in the right pane.  You should be saving all your documents and most files here.  To SELECT a file for some action, left-click on it once in the right pane and the file name should be highlighted.  (NOTE: If you double-click on the file name your computer will try to OPEN that file using your computer’s default program or app for that file type).  When people say “click” using the mouse, they always mean a LEFT-click.  A “right-click” of the mouse is specifically stated as a RIGHT-click.
SELECTING FOR ACTION
One of the computer skills that is so very helpful in many different apps is the way to SELECT something for some ACTION.  This is a two-step process that allows you to work with files, photographs, emails, menus, and so much more.  To select a single file in Windows File Explorer, you simply click (that’s a left-click) once on the file name to highlight it.  But how do you select MULTIPLE files at one time?  Well, there are TWO easy ways and both ways are helpful.
Using the SHIFT key on your keyboard – After you click on the first file, move your mouse to another file in the list and, while holding down the SHIFT key, click on another file name.  Presto, ALL the files between have been highlighted!  Now if you click on “delete” ALL the highlighted files will be deleted.  Did you make a mistake and select too few or too many files?  No problem, just click anywhere and the highlight will disappear and you can try again.  This is a great way to select multiple contiguous files.

Using the CTRL key on your keyboard – After you click on the first file, hold down the CTRL (control) key and click on any other file names.  Every file you click on will be selected or highlighted.  This is a great way to select many files that are NOT listed together.  Do not let up on the CTRL key until you have completed your selections.  If you make a mistake, clicking on a file that was already selected will “un-select” the file.  And again, if you have made any mistakes, just remove your finger from the CTRL key and click your mouse on any file name, your highlighted list will go away and you can start over.
Practice these keystrokes a couple of times to get used to it.  Naturally if you do not click on “delete”, no files will be deleted.

Here are some more useful tips:

+  Do not delete too many files at one time, start with just a few until you get used to it, then go for more.

+  The scrollbars should still work, so if you need to select multiple files above or below your first file, you can use the scrollbars to get elsewhere in your list.  Clicking on a scrollbar will not change your selections.
+  Select all your files from ONE folder at a time.  There may be a way to select files from different folders at one time, but I strongly advise against that if it is possible.  You will get too confused.

+ Don’t forget you can select a FOLDER as you would a single file.  If you move or delete a folder, ALL files and folders IN that folder will be moved to the new (destination) location (folder) or deleted.
+ Yes, you CAN select multiple FOLDERS the same way as you select multiple FILES.  You can even select files and folders in the same selection.  This is really super-helpful.  The computer assumes you know what you are doing, so be careful.  This is a great way to copy your stuff to another memory device as a backup.
+ Remember, files deleted from your “C” drive will go to your Recycle Bin folder, but files you delete from other drives (such as a plug-in drive or memory card) will NOT appear in your recycle bin, they will be really deleted.

+ Read the box notices that appear to make SURE you are moving or deleting the correct number of files and, if moving them, that they are going into the proper folder.

Finally, this method of multiple selection comes in very handy in many other computer applications, such as email.  You may have to “select” an item by clicking in a box or circle, but there will be a way to do it.  If in doubt, ASK GOOGLE – “How do I delete multiple emails in gmail?” is a good example.  Google always loves questions!
