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   WORKSHEETS:  

 

 ORAL WORK:  
  

A. Say true or false. 

1. Gadgets are folders that contain files.                                                  FALSE 

2. A folder may have files and folders.                                                      TRUE 

3. Images on idle screen are called wallpaper.                                        FALSE 

4. Once we give a name to a folder, we cannot rename it.                   FALSE 

5. MS Windows is as Application software.                                              TRUE 

6. Control Pane helps to uninstall any program from our computer.  TRUE 

 

 WRITTEN: 

 

A. Distinguish between the following pairs. 

1. Screensaver and Wallpaper 

 

Screensaver Wallpaper 

1. Screensaver is a program which displays 
images or animations on the screen, 
when our computer is left idle for a 
certain set period of time.  

1. The background of the desktop is 
called wallpaper. 

 

2.  File and Folder: 

File Folder 

1. A file in the computer contains data and 
information. 

2. The data can be in the form of text, 
pictures, sound. 

1. It is used to save files and other folders. 
2. They help in organizing files and folders 

in one place. 

 

 

 

 

B. Answer the following questions. 

1. What is desktop background? Write steps to change it. 

Ans: The background of the desktop is called the desktop background or desktop wallpaper. 



 

STEPS PROCESS 

1 We use the personalization window. 

2 Select new, ready-made wallpaper images. 

3 Click OK 
 

2. Write the steps to rename a folder. 

Ans:  

STEPS PROCESS 

1 Right –click the folder icon, and choose Rename from the shortcut menu that appears. 

2 Type the new name that we want to give to the folder. 

3 When we finish editing the name of the folder,we press the Enter key. 
 

3. Write steps to create a folder on the desktop. 

Ans:  

STEPS PROCESS 

1 Open the folder by double clicking it. A window appears. 

2 Right-click in the window. A menu appears. 

3 Click on New. A submenu appears. 

4 Choose a document. 

5 Type a name for the document. 

6 Double click on the file to type text in it. 
 

4. How is a file, folder and library related? 

Ans: Libraries help in grouping together all the folders and files of a particular type, like, documents, 

music, pictures and videos. 

 

5. Distinguish between a file and folder. 

             Ans:  

File Folder 

1. A file in the computer contains data and 
information. 

2. The data can be in the form of text, 
pictures, sound. 

1. It is used to save files and other folders. 
2. They help in organizing files and folders 

in one place. 

 

 

6. Name the components of a file name. 

Ans: Components of a file name: Primary name and the extension. The primary name and the 

extension are separated by dot or period. 

 

 

 

 

 

 

 

             7. What is the purpose of creating folders? 

             Ans:  

               



1 Used to store files 

2 It can be documents, programs, and other kind of computer files. 

3 It allows people to organize their files in a better way. 

 

            8. What are wild cards? 

            Ans: Asterisk (*) and Question mark (?) are wild cards. 

 

           9. How is Windows Explorer useful? 

           Ans: Windows Explorer is a tool that lets us do a variety of tasks including browse view, copy and  

                    Delete files. 

 

         10.  Aashi has prepared her science project on her laptop, but when she brought it to school she was   

                Not able to open her Word file in the school computer. What could be the problem? How can she 

                Solve this problem? 

         Ans: The problem could be the operating system. As depending on the operating system, certain  

                  Characters cannot be used. She can solve this problem by opening the word file in same  

                  Operating system in which she has created. 

  

          11. How can Mehul know what type of file (MS Word/MS Excel/Paint) is it without actually opening  

                It? 

          Ans: Mehul can know what type of file (MS Word/MS Excel/Paint) is it without actually opening it 

                  From its extension file name. 

 

         12. Tarun by mistake deleted some files and got scared as they were very important. How can he  

                retrieve those files? 

         Ans: Tarun by mistake deleted some files and got scared as they were very important. He retrieve  

                  Those files from recycle bin. Click on recycle bin and choose your file and click on restore. The  

                   file will save. 

 

C. Match the following. 

COLUMN A COLUMN B 

1. Collection of Data or Information b. File 

2. Name of a Computer file d. File Name 

      3. Contain files and folders e. Folder 

      4.Wild Characters a. *,? 

       5.Deleted Files c. Recycle Bin 
 

 

D. Fill in the blanks. 

1. A folder may contain file(s) and folders. 

2. A wild character is a keyboard character such as asterisk (*) or a question mark (?) that is used 

to represent one or more characters respectively. 

3. The GUI is a part of the Microsoft Windows graphical user interface which allows us to view and 

manipulate basic system settings. 

4. The recycle bin is a location where deleted files are temporarily stored. 

 

E. Who am I? 

1. I tell the type of data stored in the file- File Extension 

2. I help to view ,explorer , and organize files and folders- The Windows Explorer 



3. I help to uninstall the programs from the computer- Control panel 

4. I store the deleted files and folders- Recycle bin 

5. I let you access a file quickly-I am generally placed on the desktop- Folder 

 

F. Define the following. 

1. File: A file in the computer contains data and information. The data can be in the form of text, 

pictures, sound. 

2. Folder: It is used to save files and other folders. They help in organizing files and folders in one 

place. 

3.  Recycle Bin: It is like the computer’s dustbin. We put the items that we don’t need any more 

and want to delete. 

4. Shortcut: A shortcut is an icon that point to a program or data file. 

5. Pinning: Pinning is a feature which gives the ability to pin setting, apps, files, and programs to 

the start menu. 

    

G. How would you do the following? 

1. Rename a file: 

Steps Process 

1 Right-click the file icon, and choose Rename from the shortcut menu that appears. 

2 Type the new name that we want to give to the file. 

3 When we finish editing the name of the file, we press Enter key. 

 

2. Change the file extension: 

Steps Process 

1 Open the file. 

2 Click on the Microsoft office button. 

3 Click save as. 

4 Select ‘other Formats’ to open save as dialog box. 

5 Click down arrow near ‘save as type’ and select any format from the drop down menu 

 

3. Search for a file: 

Steps Process 

1 Click on the start button. 

2 Type any words or phrase in the Search box in the start menu. 

3 List of matching documents, pictures, music, e-mail, and other files are displayed. We 
double click to open any file. 

 

4. Uninstall a program: 

Steps Process 

1 Head to Start Menu, Then go to control panel. 

2 Click on Uninstall a program under the programs section. 

3 From there, find the program you want to uninstall and click on it.You should see as 
Uninstall button show up at the top of the pane. Click on that, and it will open up that 
program’s uninstaller. 

 

 

5. Empty the recycle bin: 

Steps Process 

1 Right-click the Recycle Bin icon on the desktop. 



2 Choose Empty Recycle Bin from the menu that appears. 

3 In the confirmation dialog box that appears, click Yes. 

4 A progress dialog box indicates that the contents are being deleted. 

 

6. Restore the deleted file: 

Steps process 

1 Locate the “Recycle Bin” icon on the desktop, then double click the right mouse 
button to open the recycle Bin. 

2 Locate and then select all the files needed for recycle Bin recovery. 

3 Long-press the right mouse button to select the necessary documents, and then 
select “Restore”. 

 

7. Create a shortcut on the desktop: 

Steps Process 

1 Browse to the file on your hard disk for which you want to create a shortcut. 

2 Right-click the file for which you want to create a shortcut. 

3 Select create shortcut from the menu. 

4 Drag the shortcut to the desktop or any other folder. 

5 Rename the shortcut. 

 

8. Pin a program to the Start Menu or Taskbar: 

Steps Process 

1  Press and hold (or right-click) an app, and then select More>Pin to taskbar. 

2 If the app is already open on the desktop, press and hold the app’s taskbar button, 
and then select Pin to Taskbar. 

 

H. Choose the correct answer. 

1. The file _____ depicts the type of data stored in the file. 

a. Primary Name 

b. Secondary Name 

c. Extension 

d. All of the above 

 

            Ans: c.     Extension 

 

2. We can explore ,view and organize our files and folders by using: 

a. Windows Explorer 

b. Computer Folder 

c. Both of the above 

d. None of the above 

 

          Ans: a. Windows Explorer 

 

 

3. To search for a file having third character as “t” in the filename, we should type _____ .in the 

search box. 

a. *t.* 

b. ??t.* 

c. ??t*.* 



d. t*.* 

          

            Ans: c. ??t*.* 

 

4. to remove the deleted files permanently from the computer we choose: 

a. Empty Recycle Bin 

b. Restore All files 

c. Restore this item 

d. All of the above 

      

           Ans: a. Empty Recycle Bin 

 

5. We can pin a program to the: 

a. Start Menu 

b. Task Bar 

c. Both of the above 

d. Program menu 

 

          Ans: a. Start Menu 

 

6. To lock the computer we use: 

a.  + L 

b. + D 

c. + E 

d. + X 

 

           Ans: a. + L 


