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Teacher Name: Mr. E. D’ Gama 

Subject: Computer  

Topic: File Management – Data Organization 

Class: 6A & 6B 

A. Fill in the blanks: 

1. Moving a file/folder means shifting it from its Source to another location. 

2. Rename option is used to change the name of a file/folder. 

3. You can file/folder by typing the keyword in the Search Box at the top of every window. 

4. *(asterisk) and (question mark ?) are two wild card characters commonly used in searching 

information. 

5. A file format is a standard way of encoding information in a computer file. 

 

B. State True or False: 

1. To select a consecutive group of files, click on the Ctrl key.  False 

2. Shift + Del key combination deletes a file/folder permanently. True 

3. In Windows 7, we can display only two windows at a time. True   

4. The sound files have the extension .mp3. True 

5. *.docx will search for all the Microsoft Word files whose name contains only one character. 

True 

 

C. Application Based Questions: 

1. Neeta wants to locate a file she has saved in her computer a few days back. She doesn’t 

remember the exact name but can recall the first alphabet of the file name. Suggest an 

appropriate method to find the file. 

An appropriate method to find the file if Neeta can recall the first alphabet of the file 

name would be: Alphabet *.* (enter). 

2. Riya wants to listen to music while searching some information over Internet. Which option 

should she chooses to work with both application simultaneously? 

Riya would have the use the audio files saved in Windows Media player with an extension 

.mp3, .wav, etc and a Web Browser. This method of doing two things together is called 

multitasking. 

 

D. Multiple Choice Questions: 

1. To copy multiple non-adjacent files and folders, press and hold down Shift key. 

a. Shift b. Ctrl      c. Alt  

2. You can use Wildcard characters to locate the file, if you know only a part of the file name.  

a. Numeric  b. Wildcard   c. Trumpcard 

3. Which file extension is used for music files? 

a. .mp3 b.  .docx    c. .jpg 
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4. Name the application that displays the hard disk drives CD/DVD drives removable devices and 

network locations that are connected to your computer. 

a. Windows Media Player b. Windows Explorer  c. Recycle Bin 

b.  

E. Answer the following: 

1. What is a file? 

A file is a collection of related information stored together on some storage devices. 

2. What do you mean by file format? 

A file format is a standard way for encoding information in a computer file. It is generally 

indicated by the file’s extension.  A file extension contains three or four letters appended at 

the end of the file name, separated by a period (.) eg: .doc, .ppt, .mp3 etc. 

 

3. Which characters are used to locate files or folders, in case you know only a part of the file 

name? Explain their use with the help of examples. 

Wildcards are special symbols that can be used to search a file or folder whose exact name 

you do not know. There are two wild card characters ‘*’ and ‘?’, commonly supported in 

Windows, to search any information.  

The wild card character ‘*’ also called asterisk can be used to replace a string of text in a 

search. 

Example: L*.* will search all files whose names start will ‘L’ followed by any number of 

characters and have any extension, e.g. Letter.docx, Lottery.pptx, Locality.txt, and so on. 

The Wildcard character ‘?’ can be used in place of any single letter or symbol. 

Example: Riya?.docx will search for all files whose names begin with ‘Riya’ followed by one 

character and extension as .docx. e.g. Riya1.docx, Riyasp.docx, and so on. 

For Further Reference please see Page 18 of the Text Book: Topic Searching File Using 

Wildcard Characters. Please also TIP at the bottom of the page. 

 

4. What is the need of sorting the files? How will you sort files on your desktop in an alphabetical 

order? 

Sorting the desktop items means arranging them in a proper order. Windows lets you sort files 

by name, size, item type, and date modified. Sorting helps in easy recovery or retrieval of files. 

The procedure to sort files in alphabetical order. 

Right-click on the blank area of the desktop. 

A short cut menu appears 

Point to the Sort by option and click the Name sub-option 

The icons will be arranged in an alphabetical order. 
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