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A. Fill in the blanks: 
 

1. Windows has simplified the task of managing data on our computers. 
2. A file is the basic unit of storage in windows. 
3. A folder can contain different types of file. 
4. The characters used in typing the text that use the same design are called fonts. 
5. *  and  ?are two wild card characters, commonly used in searching information. 

 

B. State true or false: 
 

1. Data in our computers is organised into files and folders.                                   True 
2. A file can have any number of folders in it.                                                         False 
3. Data once stored in a file can not be changed.                                                     False 
4. We cannot create another folder in a folder.                                                        False 
5. Icon view is used to view the detailed information about the files and folders.  False 

 

C. Multiple choice Questions: 
 

1. In MS Office 2010, the width of a file extension is _____ characters. 
 
a) Four                          b) Five                         c) Three 

 
2. The ______ view displays the gigantic ions of files and folders. 

 
a) Content                       b)Details                      c) Extra Large Icons 

 
3. The left pane of Windows Explorer is also known as ______. 

 
a) Tree pane                   b) Content pane             c) Branch pane 

 
4. ______ box offers the most direct way to locate a file. 

 
a) Find                             b) Dialog                      c) Search 

 



 
D. Answer the following Questions: 

 
1. How folders are different form files?  

Ans. A file is a basic unit of storage in Windows that enables a computer to distinguish 
one set of information from another. 

A folder is like a file cabinet in which you can store files. It may contain different types 
of files such as documents, music, pictures, videos and programs. 

 

2. What does a Tree pane contain? 

Ans. Tree pane of Windows Explorer shows the folder tree. It displays the different 
drives of the computer and the hierarchy of folders in each row.  

 

3. What is the importance of Control panel in windows? 

Ans. Control panel is a system folder using which you can make changes in the 
appearance and current settings of windows. 

 

4. How can you open the Windows Explorer? 

Ans.You can open Windows Explorer in two ways: - 

 Right – click on the start button and select Open Windows Explorer option. 

             Or 

          Click on Start > All programs >Accessories > Windows Explorer. 

 
 

5.  Name the different formats. 

Ans. The different view formats are Small icons view, Medium Icons view, Tiles view, 

List view, Details view, Large and Extra Large Icons view and Content view. 


