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   WORKSHEETS:  

 ORAL WORK: 
     

A. Speak out the names of applications in which the following file extensions are assigned. 

1. xlsx-Microsoft Excel 

2. docs-Microsoft Word file 

3. jpeg-Image format file 

4. pptx-Microsoft PowerPoint Presentation 

 

B. What do the following icons represent? 

 

1.  
 My Network 

2.  
Recycle Bin 

3.  
My Computer 

4.  

DVD Rw Drive (F) 

 

 WRITTEN WORK:  

 

A. Put a tick on the correct option. 

1. A folder may contain 

a. Files  

b. One file and one folder 

c. Files and one folder 

d. Files and folders 

 

            Ans: d. Files and folders 

 

 

 

2. Windows Explorer is used to  

a. Surf r the internet 

b. Start a program 



c. Navigate the contents of the computer 

d. Represent a file 

           Ans: c. Navigate the contents of the computer 

 

3. The size of the hard disk is measured by 

a. Its height  

b. Its weight 

c. The amount of gigabytes of data 

d. Files and folders 

           Ans: c. The amount of gigabytes of data 

 

4. The ________ is generally listed as the C: drive. 

a. Hard Drive 

b. Floppy drive 

c. Recycle bin 

d. USB flash drive 

        Ans: a. Hard Drive 

 

5. To search for a file quickly ,we can 

a. Right click on folders 

b. Click on Computer folder 

c. Double click on folders and search 

d. Use the Search tool present on the top right side of a folder view 

 

           Ans: d. Use the Search tool present on the top right side of a folder view 

 

B. State whether the following statements are true (T) or false (F). 

1. The operating system is a software that manages other software and devices on the 

computer.(T) 

2. Microsoft Windows is a Graphical User Interface (GUI) based operating system. (T) 

3. A file can hold other files and folders. (F) 

4. Different types of files have different icons. (T) 

5. A folder can hold files and other folders. (T) 

6. The Start menu has a Search box. (F) 

 

C. Fill in the blanks with appropriate word(s). 

1. The computer folder provides access to various resources available on the computer. 

2. The hard disk is usually partitioned into C: drive and D: drive. 

3. To start Windows Explorer, we click on start>All Programs> Accessories>Windows Explorer. 

4. When we copy a file or folder in another location, a duplicate of it is made in that location. 

5. To delete a file or folder, we right click on the item and then choose delete option from the 

menu that appears. 

6. We can search for a file easily using the search tool present on the top right side of a folder. 

 

 

 

 

 



D. Distinguish between the following pairs. 

1. File and Folder 

 

FILE FOLDER 

1. A file is a collection of information.    
2. It is a single document that may contain text, 

pictures , sound , movies etc.  

1. Folders are used to organize files. 
2. Folders can also store other folders, 

which may store more filed or other 
folders and so on. 

 

 

2. Moving a file and Copying a file 

    

Moving a file Copying a file 

1. It allows relocating the original file in 
a new location. 

2. Ctrl+X –cut and paste shortcut key. 

1. It allows to make a duplicate file of similar 
file in a same location. 

2. Ctrl+C-copy and paste shortcut key. 
 

3. Primary name and Secondary name of a file 

 

Primary Name Secondary Name 

1. It is a file name used to uniquely 
identify a computer file stored in a file 
system.  

1. It is a domain name system data base. 

 

 

E. Answer the following questions in brief: 

1. How do folders help in organizing our work in a better way? 

Ans: We can save different files in different folders name.so as per our need, we can easily find files 

without facing problems within short span of time. 

 

2. Write the purpose of a Computer folder? 

Ans: The computer folder provides access to various resources available on the computer. 

 

3. What is Windows Explorer? 

Ans: Windows Explorer is a file manager application that is included with release of the Microsoft 

windows operating system. 

 

4. Write steps to do the following tasks: 

a. Copy a file to another folder. 

Ans: Step1: Right click on the file or folder to be removed. 

        Step2: Click “copy” from the shortcut menu that appears. 

        Step3: Right click on the location where the file or folders is to be copied. Choose paste  

                    Option from the shortcut menu that appears. 

 

b. Delete a file 

Ans: To delete a file or folders we right click on the item and then choose “Delete” option from 

the menu that appears. 

 



 

 

 

 

c. Create a folder. 

Ans: Step1: Go to the folder or drive where we wish to create a new folder. 

         Step2: Right click and choose New option from the shortcut menu that appears. 

         Step3: Click “Folder” option. 

         Step4: Give a meaningful name to the new folder. 

 

5. Tarun has to submit an essay on essay on any one interesting place of his city. He remembers 

that he created a file named “Fun at Adventure Island” last month. He doesn’t remember where 

he saved it on his computer. He does not want to retype it. What should he do now? 

 

 Ans: He should go to “search” tool present on the top right side of the computer folder. Then type     

“Fun at Adventure Island”. The results matching the search keyword will displayed. In this way he 

can get his files. 


