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Answer the following questions:
1. A ________ is a collection of related information.
A. Folder B. File  C. Subfolder D. None of the above 
2. Where do we store files in our computer?
A. File  B. Folder  C. Both A,B  D. None of these 
3. A______ is a container for files and other folders.
A. Subfolder B. File  C. Folder  D. None of these 
4. A folder can be compared to ______.
A. Book  B. Cabinet/cupboard C. Both A,B  D. None of these 
5. What do we understand as folder within a folder?
A. Main folder B. Folder C. Main folder D. Subfolder 
6. Where do we find copy and cut command?
A. Home; Clipboard B. Insert; Clipboard C. Both A,B D. None of these 
7. What are the shortcut keys to copy, paste?
A. Ctrl+C; Alt+V B. Ctrl+X;Ctrl+V C. Ctrl+Y; Shift+V D. Ctrl+C; Ctrl+V
8. When you ______ a file/folder it is removed from its original location and pasted to a new location.
A. Copy B. Rename C. Delete D. Move
9. Shortcut key to Cut is Ctrl + _______
A. Y  B. Z  C. S  D. X
10. When we create a folder windows give ______ name.
A. Old folder B. New Folder C. Music folder D. Pictures folder
11. F2 is the shortcut key to ______ a file or folder.
A. Rename B. Delete C. Copy D. Move
12. We find rename in _______ group.
A. Clipboard B. Organize C. View D. None
13. When we delete a file or folder it goes to the _________.
A. This PC  B. User’s File C. Desktop D. Recycle Bin 
14. To delete a file or folder first select the file or folder then press _______ key.
A. Delete or Del B. Space bar C. Return D. None 
15. Deleted file or folder from recycle bin will be _______ 
A. Restored B. Deleted permanently C. Moved to a new recycle bin D. None of these 

