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Subject: Computer

Worksheet

Name: Date:

A. Tick the correct options.

1.  A ________ is a collection of related information.
         Folder                 File                       Bag                      Book

2. _______undoes the last action.
         Ctrl + Y               Ctrl + Z                Ctrl + F4             Ctrl + O

3. Restore option restores the deleted items from ______ 
to its original location.
         My Computer                                My Document  

Recycle Bin Control Panel

B. Write the shortcut keys for the following tasks:

1.              copy the items to the clipboard.
2.             renames the selected item.
3.             displays the open dialog box for opening the 
 
4.             undoes the last action.

saved file.



Call @8800999280/8384 

www.takshilalearning.com 

5.              paste the copied item or items from the 
                 

C. Match the columns:

1. Ctrl + O                   a. Closes the active document. 
2. Alt + F4                    
3. Ctrl + Z                    
4. Ctrl + F4                 

D. Answer the following questions:

Q1. How do you search for a file?

Q2. What is Document library?

Q3. What are the components of Windows Explorer?

Q4. What are Accessories?

Q5. What is Navigation Pane?

Answers:

A. 
1) Folder
2) Ctrl + Z
3) Recycle Bin

B.
1) Ctrl+C
2) F2
3) Ctrl+O
4) Ctrl+Z
5)Ctrl+V 

C.
1) (4)
2)(3)
3)(1)
4) (2) 

clipboard.

d. Closes the active program window.
c. Displays the open dialog box.
b. Undoes the last action.
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D. 
1)Search File Explorer: Open File Explorer from the taskbar or right-click on the Start menu, and 
choose File Explorer, then select a location from the left pane to searchor browse. For example, 
select This PC to look in all devices and drives on your computer, or select Documents to look 
only for files stored there.

2)A document library provides a secure place to store files where you can find them easily, work 
on them, and access them from any device at any time.

3)a) Title Bar.
    b) Menu Bar.
    c) Tool Bar.
    d) Address Bar.
    e) Left Pane - It displays the organisation of drives and
          folders.
    f) Right Pane -It displays the contents of the file or 
         folder selected in the left pane.
    g) Status Bar.

4)Any device added to a computer that performs an additional capability or feature, but is not 
required. A good example of an accessory is the computer printer, which gives the computer 
the ability to print. However, a computer would still work if it didn’t have the printer.
Ex: Headphone, webcam.

5)The Navigation Pane appears on the left side of the Outlook window and is how you switch
between the different areas of Outlook, such as Mail, Calendar,  Contacts, Tasks, and Notes. In 
addition, when you’re working within a view, the Navigation Pane displays the folders within that 
view.


