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CLASS: V                                                              SUBJECT: Computer 

CHAPTER: 3( Managing files and folders) 

    
A. Fill in the blanks: 
1. MS Windows is an Operating System. 
2. To customize the desktop, right-click on the blank area and select the Personalize option. 
3. A Folder is like a container in which we can store similar types of files. 
4. Application Icons are the graphical images that give a quick access to the related 
applications. 
5. Windows Explorer gives a complete view of the available drives and their contents. 
6. We can restore deleted files from the Recycle Bin. 

B. State True or False: 
1. The first GUI edition of Windows operating system was introduced in 1998. FALSE 
2. Microsoft Windows 7 is the latest version of Windows. FALSE  
3. Bill Gates is the founder of Microsoft.  TRUE 
4. Ctrl key is used to select multiple non-consecutive files or folders. TRUE 
5. Shift + Del key combination deletes a file/folder permanently. TRUE 

C. Multiple choice questions: 

1. Name the application that provides detailed information about file, folder and drives. 
a. Application Icon  b. Gadgets    c. Windows Explorer√ 

2. Which feature of Windows 7 takes you directly to the desktop? 
a. Aero peek√   b. Jump list   c. Search Box 

3. Which symbol in Windows Explorer indicates that there are additional sub-folders in the 
folder? 

a. +    b.      c. √ 
4. Which icon allows you to access the shared files or drives on different computers in a 

Network environment? 
a. Application Icon  b. Shortcut Icon   c. Network Icon√ 

D. Answer the following: 
1. Mention any four features of Windows 7 that have made it so popular.  

    Ans.: The features of Windows are:- 
(i) It is faster, more reliable and secure. 
(ii) It has better memory management. 
(iii) It provides the Aero Peek feature which makes open windows transparent so we 

may see our desktop. 
(iv) It supports global connectivity. 

 



2.  Describe the different parts of the taskbar. 
Ans.: Different parts of the taskbar are start button, quick launch bar and notification 
area. 

1. Start button : it is present on the extreme left side on the taskbar. 
2. Quick launch bar : It is the middle area of the taskbar where you can pin your 

programs . 
3. Notification area : It is present on the right side of the taskbar which includes a 

clock and a group of icons that provide network connectivity, incoming mails, 
battery status, volume ,etc. 

 
3. What do you understand by a Shortcut icon? 

  Ans.: A shortcut is an icon containing a direct route to the specific application document 
or a folder. It has a small jump arrow on its lower left corner. 
 

4. What are Gadgets? 
Ans.: Gadgets are the mini programs which offer information at a glance and provide an 
easy access to frequently used tools. Windows 7 gadgets are Calendar, Clock, CPU meter, 
currency, weather, feed headlines, slide show, picture puzzle, etc. 
 

5. Explain the method to restore any file from the Recycle Bin. 
Ans.: To restore any file from the Recycle Bin, follow these steps: 

Step-1: Double click on the Recycle Bin icon on the desktop. 
Step-2: Select any file by clicking on the left mouse button. 
Step-3: Click on Right mouse button and select the Restore option. 

 
6. What do you understand by wildcard characters? Describe with the help of example. 
Ans.:  * and ? are the two wildcard characters commonly used in searching information. 
For e.g. 
1. * means any type and number of characters in its place. 
L*.* will search all files whose names start with ‘L’ followed by any number of 
characters and have any extension. E.g. Letter.docx,Locality.docx. 
 
2. ? means any one character in its place. 
?.* will search all files whose names contain only one character and have any 
extension. e.g. L.docx. R.pptx, etc. 
 

 


