CHAPTER-7 (FILE MANAGEMENT IN WINDOWS 10)

Tick (v') the correct answer:

I.  The shortcut key for copying the files and folder:

a Crl+Z J b car+c g e cw+v (] |

2. When we copy a file/folder, it moves to a hidden memory storage known as:

a. This PC __J b. Backup ;:J c. Clipboard Ja/

3. When we delete a file, it moves to :

a. Recycle Bin ﬂ b. Clipboard ,_j c. Desktop :J

4. Which of the following is a feature of file management?
a. Saves time ;J b. Data security :J c. Both of these _:ﬁ
5.  Which of the following keys are used to rename a file?

a. F4 - b. F2 _‘d/ c. FI2 3

Fill in the blanks.

I. The Qr;zcwf;l’w/ files and folders are easy to locate.

2. We can also create a new file using the Shorfee/  menu.

3. Copying a file or a folder means to create a/an Zolenfsea) file or folder.

4. The area where the cut or copied file goes first is known as c’/,’pé'oa/ro/_

5. Our data remains secure at one place and we can even create a A’acégﬁ of it.

Write ‘T’ for true and ‘F’ for false statements.

I. File management saves time. /Zsue |
2. Clipboard is a temporary folder that contains deleted files/folders. 74,4” D

3. When we change the name of an already named file or a folder, it is ﬁ/Je

known as naming. [:J

4. To rename a file or a folder, the F2 key is pressed. 7 /7%¢ \ﬁ'
5. The key combination Ctrl + Shift + Delete deletes a file permanently. 74:,/” \ﬁi
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