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   EXERCISES:  
 

1. Answer the following questions: 

2.  

a. Define Windows. 

Ans: Windows is an operating system .It is an application software as well as system software. 

 

b. Write the features of Windows. 

Ans: The main features of Windows are: 

 It provides a user friendly environment. 

 It supports multimedia system. 

 It provides as easy way of working on the computer. 

 

c. What is the importance of saving a file? 

Ans: When we save a file, we can make use of later. We can add or remove items from it easily  

and create new files 

 

d. Write the steps of saving a file. 

Ans: The steps of saving a file are as follows 

Step1: Click on File tab. 

       Step2: Click on Save. 

          Step3: Select the disk and folder where you want to save your file. 

          Step4: Give a specific name to your file so that you can identify it. 

          Step5: Then click on save button. 

 

e. How do you explore a file or folder? 

          Ans: Steps for exploring a file or folder 

 Click on Start button. 

 Click on File Explorer. 

 Now find the file or folder that you want to open and then double click on it. 

 

3. Fill in the blanks: 

a. The latest version of Windows is Window 10. 

b. File are grouped together in folder. 

c. You can explore a file or folder in Windows 10 from file explorer. 

d. You can save your file for future use. 



 

4. Define the following: 

a. File: Each document, whether it is a plain text file or a letter in word or music or the directions for 

a program, is called file. 

 

b. Folder: Files are grouped together in folders, also called directories. 

 


