The Recycle Bin
[image: image1.png]Recycle Bin




Description

The Recycle Bin, which is located on the hard drive, temporarily stores files deleted from the hard drive.  The only way to permanently delete the files is to empty them from the Recycle Bin. Emptying the Recycle Bin increases disk space.

Note:  Files deleted from networks and other storage devices like zip disks, CDs, diskettes or network drives do not go to the Recycle Bin.

Procedures to Retrieve or Restore a File from the Recycle Bin

· Open the Recycle Bin from the Windows desktop.
· Left click once on file to be restored.
· Click  on File on the Recycle Bin menu.
· Left click once on Restore from the submenu. The file is restored to its original location.
Procedures to Empty the Recycle Bin

· Open the Recycle Bin from the Windows desktop.
· Click on File on the Recycle Bin menu.
· Click on Empty Recycle Bin.
· At the Confirm Multiple File Delete dialog box, click on YES to delete all files in the Recycle Bin.
Procedures to Delete One Item from the Recycle Bin

· Open the Recycle Bin from the Windows desktop.
· Select the file to be deleted permanently.
· Right click once on the file until a popup menu appears.
· Click on Delete.  The Confirm File Delete Dialog Box appears.
· Click on Yes.  The file is permanently deleted.
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