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() Introduction

A computer stores data or information in a file. The files are kept in different fo'lders on the
hard disk or some storage devices such as pen drive, CDs, DVDs, etc. Beforg discussing the
storage concept of file/folder in a computer, let us understand the concept with a real-world

example.

You might have seen how the files/folders are kept in schools or offices. There is a filing cabinet
consisting of several shelves (storage area) in it. Each shelf contains different types of files,

and files are kept in an organised manner. Consider the illustration given below:

/

/
Different Shelves g

\ N

//.

A shelf with related files

A Filing Cabinet

In a computer, hard disk drives (a storage
device) are similar to a filing cabinet. The
different shelves it contains are analogous
to the folders created in a computer to
keep the related files together in a specific
place.

v Devices and drives (6)
Vaults ‘ Windows-SSD (C) 2
[ . s |

U = 175 6B free of 237 GB

New Vc{lymn D) B 4 New Volume (E2)

%] ] =S
S 286 GB free of 316 GB W 298 GB free of 307 GB

New Volume (F2) REMOVABLE (G)

3 | SEADER | S | s |
N 268 Ga free of 307 GB " 139GBfeeol 188G8




1.

a hard disk is partitioned into a number of drives along with
an external storage device (removable drive). On clicking a specific drive, you can view all

In the previously given image,

the files and folders that it contains.

) File
, A file is the smallest unit of storage. It is a named unit on a storage device that stores

4
information in an organised manner. The users can
storage device which can be accessed at any point of time.

) Folder 1Q

Ve 57

", A folder is the storage space to keep files in an org
the dnv?s of a hard disk or an external storage device, You may create a number of folders
for keeping different types of files such as text files, audio files, video files, etc. A folder may
also contain another folder within it, known as a sub-folder.

s

store them on the hard disk or any other

anised manner. It can be created in any of

v

Class List

d:ﬂ
E=
== 11.1 KB

My Folder

Microsoft Excel Worksheet

=N
\% Microsoft Word Document
s LA A

13} \ P search My Folder

Colourful Vacations
Microsoft Word Document

598 KB
m—
|
| POF

Invitation Card

Adobe Acrobat Document
308 KB

A Folder named
‘My Folder'

) File Formats

On a storage device, a file name contains two parts—primary name an secondary name. The
primary name is the file name that can be a suitable name related to the content of the file.
/ ~The secondary name is the extension of the file type. Every file is characterised by its file
extension, known as the file format or file type.
type of information stored can easily be described.

For example, a file name is given as:

Picnic.docx

Primary name —I L-— File extension (Secondary name)

Here, Picnic is the file name, and the extension
is a text document.

Some well-known file extensions along with their types are listed below:

Files available in the folder

Consequently, looking at its extension, the

is .docx. The extension indicates that the file

doc/.docx MS Word document jpg or jpeg Group |
| | (A digital image format) |
xls/.xlsx MS Excel spreadsheet  .pdf  Acrobat Portable Document Format 1

=

Joint P otographic Experts
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PPYppix E MS PowerPoint psd Adobe Phatoshop document
o fﬂnphm Interface file .mp3  Acronym for MPEG audio |
, (Moving Picture Experts Groug q
| - music file

Now, let us lnrn more about file management. It will help you to carry out some
COMMOn operations on stored files such as copying, moving, deleting, playing, etc. These file
dm;nlgml_ ent will also help you to work with multiple applications. Let us discuss them n

o :

~  File Operations
We can perform various operations on the files stored on a computer system. Some fundmnaﬁ

operations on files are listed below:

(a) Viewing data from a file (b) Copying a file
(c) Moving a file (d) Deleting a file
(¢) Searching a file (f) Playing audio/video files

(8) Playing video files

(a) Viewing Data from a File N
Suppose you have stored a list of marks of a few students of your class in a file named ‘Class
Result’. It is stored in a folder named 'Result’ on the D drive. Now, to view the file, perform 4

the following steps:
Step 1: Select and double-click the "This PC' icon on the desktop. The "This PC' mndowwm

appear on the screen as shown below.

P 2B v misrc - - 3
Computer  View B
" SR T v O P SearchThisPC 1‘
T T pem——— o : e
:D » ~ Devices and drives (5)
' 1
P U McAfee Vauits Windows-SSD (C:)
5 178 G8 free of 217 GB
e New Volume (E) New Volume (D) New Volume (E)
N P 0. 68 froe of 316 G8 P 550 58 e of 37 63
Understanding Computer (T 1-10
New Volume (F)
& One Dove
- of 307 GB
B Documents ee
B Potures
v
e
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1

Step 2: Double-click the D drive (New volume(D:)). It will display all the files and folders in

the drive.
~ ! & B % | NewVolume (D) - O x
Home Share View - .
o * 1 «= > ThEPC > New Volume (D) v U P Search New Volume (D)
. -y r - —_ - ~
i 2 2 =
e — R TR
I Desktop B . |
& Plus Two Principal Rajendra Result Sports Sports
¥ Downloads * ﬂ Entrance Vidyalaya Foto 10 Foto 11
{4 Documents - T SMS -
& Pictures P | -y
I HTML Folder .
<~ New Volume (E) Sports Sports Sports Sports Sports Sports
v Foto 12 Foto 13 Foto 14 Foto 15 Foto 16 Foto 19 S
110 items 1 item selected E=

Step 3: Double-click the folder 'Result'. It will display all the files available in the folder.
Step 4: Double-click on the required file named 'Class Result’ which is available in the folder.

3| P B s |Result = a X
Home Share View v o

« » 4 & » ThisPC > New Volume (D) » Result v O S Search Result

A —n
I HTML Folder =

w~ New Volume (E) E E _E_ E E

© Result Air Ticket Appraisal Class Do You PT Meeting

Understanding Computer IT 1-10 ﬁ Result Know

@ OneDrive

L Documents

I Pictures

9 This PC v
Sitems 1 item selected 22.4 KB Em

The file will be opened as shown below.

X 1 vy = -l «| PFnd -
f‘. Galibn (Body)*/11 = A A" Aa- B i=-|=- #2925 8 1 laaBbceDe| AaBbCeDe AaBhC( - % Raplace
Poste o B I U-wmx,x A-%-A- EBE=E (=- &-0- | 1Nomal {1NoSpac. Heading1 By Select -
Chpbosd " - Fam v Paragraph . Styles 3 Editng -~
e 1 , 2 3 : ‘ s ' 5 e Jas 4

The Top Five Students of Class VI:

Rank Name Marks Secured  Class & Section
1 Kishan Raj 871/800 68
» 2 Sumit Goyal 860/900 8A
3 Akash Mittal 876/900 6C
4 Chandra Mohan 889900 6D
5 Deepak Sinha 866/900 6C

-~

Page et Mwwss [F  Ingle Loaed Sy -4-1 - |} + s
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.. ¥ (b) Copying a File :
) Copying a file refers to making a duplicate copy of a document

[ &y . i
etimes, we may rcqu|r¢ multi b |
ple copies of document w : Py o
:zmctlmeldthc original document can get harmed. Hence, E Mxm%‘“
PYing a doc | COf
g ument comes to our aid. and Ctrl + V respec

gllcs can be copied from one storage area to another area | mmdﬁmw i
epending upon our needs. It involves two drives-source drive | and Ctrl + V. respectiv

and destination drive. A source drive is a drive from where a ; —
file is to be copied whereas, the destination drive receives the copy of the original file. These

drives may be computer storage drives (hard disk) or any other removable drives such as pen
drive, SD cards, etc. 1
For example, When a file is copied from a hard disk drive to a USB drive (Pen drive), the
hard disk drive is the source drive and the USB drive is the destination. :

It is illustrated as:

A drive from where a file —} A drive where a
is to be copied/moved. file is to be sent.

The terms source and destination drives will reverse if the file is to be copied from a USB
drive (Pen drive) to the hard disk drive. Here, the pen drive will refer to as the source drive

and the hard disk drive as the destination drive.
Let us discuss about copying a file from its source to different destinations.

Copying a file from one drive to another drive
In this process, the original file is copied from the source drive to the destination drive.

Suppose, a file named 'Curriculum Vitae' is to be copied from the F drive to D drive.

Perform the following steps:
Step 1: Double-click the "This PC' icon on the desktop.
Step 2: Double-click the source drive (F drive). The window showing the contents of F drive

opens.
Step 3: Now, select and right-click the file that you want to copy.

Step 4: Click the 'Copy’ option from the drop-down menu.

w| [ B v | New Volume (F) @ Add to "Curriculum Vitae.rar” T e X
Home Share  View 8 Compress and emall.. P
8 Compress to “Curriculum Vitae.rar” and email
& & v 1 o ? This PC » New Volume (F) Restore i .

A= araiil-
B HTML Folder 18

~
= Mew Volume (D) i a
B Resun Veliore  Video Fild shortcut

Cut

Copy

Create
Temple of Placey] Delete

Rename

Propenties

& OneDnive Foto

B Cocuments 1
B Pictures o-] [ %1

9 This b Chendipath Curmleulum = DIUP Folder loc  Python 33  python 38  scratch 31 '
v Mantra Vitae v 2 1 B1Setup
e

105 ftems 1 em selected 138 KB
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Step 5: Now, double-click the destination drive (D:). It will display all the files and folders.
Step 6: Keep the pointer in the blank space of the D drive (not pointing at any file/folder).
- DB - New Voluma (D) % g »
Home  Share  View = Drive Took - q
& 9 v P ThisPC 5 New Volume (D) » v O P Search New Volume (D)
= New Volume () 2 &8 Magic Tools
B Result W& P1 BIue
@ OneDrive ;“Prl Exam :::h’ ;
¥ Prasen 1 o
B Documents p:n: s Group by 7
B Pictures msud- master Aeiresh
Title Song Customize this folder..
P i W ulusalokul_com Cizg Cursive Fa B
v, i€ Paste shortcut 28
112 items Undo Rename CtrisZ E=

Step 7: Select the 'Paste’ option from the drop-down menu. The file will be pasted and will
be visible in the D drive.

| ¥ ¥ = |New Volume (D) =’ o o
Home Share View P o
« ¥ T we » ThisPC > New Volume (D) » v O L search New Volume (D)
e N Yohrr ) ) ﬁ_a]Magic Tools éilrrlc;lum Viue
I Result P1 Blue
@ OneDrive ﬁm Pre Exam
’ @¥) Presentation 1
. Documents
} Print...
I Pi
el @Sllde master
& This PC o \ [0] Title Song
ey W ulusalokul_com_Cizg Cursive Font
@ Network
v o< fazs | >
113items 1 item selected 13.8 KB Es

Copying a file from a Drive to a Device (Pen Drive)

A file can be copied from its source drive to any
external storage system, for example, a pen drive.

Suppose, a file named 'Curriculum Vitae' is to be

copied from the F drive to a pen drive.

Perform the following steps:
Step 1: Double-click the "This PC' icon on the desktop.
Step 2: Select and double-click the source drive (F:).
Step 3: Select the file and right-click on it.

gowledge Corner i \

Pen drive is a portable storage
device that can be easily carried
from one place to other.

Other portable storage devices are
SD card, Micro SD card, etc.

A

Step 4: Click the 'Copy’ option from the drop-down menu.
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"% T we > THSPC 3 New Volume (F)

® Compress to “Curiculum Vitserar” and email
Restore previous versions

B HTML Folder .\
~= New Volume (D)

% Result
Create shortcut
& OneDrive of Places Dalet
¥ Documents o 2 Rename
¥ Pictures o \,%
3 This Pc Chandipsth ' Cumcdlum  DIUP  Folderloc Python-33. python 38  scratch-3-1
v Mantra Vitae ker 2 A 8-15etup &
105 items 1 item selected 13.8 KB Em

Step 5: Double-click the destination drive, i.e., the 'Pen Drive/Removable Drive' available on
the left pane of the window. It will display all the files and folders stored on the drive,
Right-click on the blank space of the window. From the drop-down menu, select

"Paste’ option.

Step 6:

IR BN _ REMOVABLE (GY) = O X
Home Share View Drive Tools V .
€« = ~ T <= > REMOVABLE (G) » v [ 3] L Search REMOVABLE (G)
> New Volume (F) * @@ submission Signature
B Result
@ OneDrive View >
B Documents Sort by >
B Pictures Group by >
Refresh
B 1his PC
Customize this folder...
Paste
@ Network v < Paste shortcut e >
37 items Undo Rename Ctriez E=

The file will be copied to the removable drive (pen drive) as shown below.

~=| [ B = |REMOVABLE (G) = m] X
Home Share View i d
& < v 1 < » REMOVABLE (G) » v b £ Search REMOVABLE (G))

= New Volume (F:)
B Result

@ OneDrive
B Documents
B Pictures

3 This PC

P Network v ¢

3Bitems 1 item selected 13.8 KB Es
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Copying a file from a Device (Pen Drive) to a Hard Disk Drive
We can even copy a file from a pen drive (source drive) /’ et alal Baea \
to a hard disk drive (say, D drive) in a similar manner. Knowledge Comer*
Suppose, a file named 'Submission signature’ is to be :

copied from a device (pen drive) to a hard disk drive Path of a file

(say, D drive). Path is the route through which
Perform the following steps: you can reach from the source

; to the destination of a file.
Step 1: Double-click the "This PC' icon on the desktop.

Step 2: Double-click the source drive, i.e., the 'Removable Disk (G:)'.
Step 3: Select the file and right-click on it.

Step 4: Click the 'Copy' option from the drop-down menu.

| & B v | REMOVASLE (G)

o x
Home Share View ﬂ g -4
Open with_
€ 5 v > REMOVAME(G) » B Add to srchive.
T B RmR a1 B Adiio Submisdon Signeturerr
a - ;e_s_'"""u"‘-" W Compress and email
@ OneDrive = . C [ g and email
B Documents
: Serd to >
B Pictures
Cut
Bms o Copy
B G s
@ Network
v < 2
38items 1 item selected 180K Properties e

Step 5: Double-click the destination drive (D:) available on the left pane of the window. It
will display all the files and folders.

Step 6: Right-click on the blank space of the window. From the drop-down menu, select
‘Paste’ option.

<l BRa- _ New Volume (D) - B X
Home Share View Drive Tooks ~
€ = v P o> This_ > NewvVol > v U P search New Volume (D)
- New Volu: l!"‘ s :iﬁ’r;;‘nub;ﬂ-;- i
B Result B prin View >
& Gediive @l slide master Sart by >
. @ Title Song Group by >
Pocumenty W ulusalokul_com_Cizg Cursive Font Refresh
Customize this folder...
= ] Paste
- REMOVABLE (G) Paste shorut
& Network A Undo Copy Qri+Z d
113 tems | Gveaxessw 2 9IEm
The file will be copied to the D drive as shown below.
| @ B w |NewVolume (D) - o X
Hame Share View N ]
& 5 v P o Ths_ > NewVolu_ » v B £ Search New Volume ()
= @ Presentation 1
& Quick access Bﬂnnl.
1 Dessiop » aSlndcmnml
& Downloads - ) Titie Song
B Documents # I Wuiusalokul com Cizg Cursive Font
& Pictures #° Qdsubmasion Signatwre |
3 Resuit v s B=ER»
Nditems 1 item selecied 18.0 KB Es
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5{ ¢) Moving a File
€ 7 (Moving a file is the process of transferring a file/folder from one destination to the !
is, a file is removed from its original position and made available on another dﬂli’ of
the drive/storage device. In the windows system, it is also termed as ‘Cut and Paste.

g
1))

Moving a file from one Drive to another Drive
Suppose, a file named 'Yearly Performance’ is to be moved from the F drive to the D drive.

Perform the following steps:
Step 1: Double-click the “This PC’ icon on the desktop.

Step 2: Double-click the source drive (F:).
Step 3: Select the file and right-click on it.
Step 4: Click the ‘Cut’ option from the drop-down menu.

w W B v | tew voheme ) ® Compress and smad 3 o » ]
Mo Bew W @ Compress to “Vearly Rerformance ar” and emad -9
0 v P o TR 5 New Vokme (F) e ——
P o ) fosom—vean A
# Onitck acems Terng Cat 4 Foto
W Dasictop ’ Copy
& Downiosds ” Create shortaut %
B Documents ’ Deiete bython-38  scratch-3-1
B Pictures , Renare 1 8-1 Setup
B MY Folder 1 Properes
= Now Volume (D)
Yaarly
B Resuh Pertormans
- . a
106 ems 1 e seiacted 104 KB b=

Step 5: Double-click the destination drive (D:) available on the left-pane of the window. It '-.‘

will display all the files and folders.
Step 6: Right-click on the blank space of the window. From the drop-down menu, select 4

"Paste’ option.

R K] - New Volume (D7) x
tome  Share  View  Dewe Toohs ~ @
- v 1 oo ? ThisPC 3 New Volume (D) » v O P Search New Volume (D1}
B HTML Foider ¥ c'hummonl
e New Volume (D) ( print View >
e New Volume (F ) &% Side master Sort by >
B Resun @l Submission Signature Group by >
@ Tice song Refresh
v @ OneDrive W utussiokul_com_Ciag Cursive Font Customae this folder.
» B Documents
> B Paures st
> Paste shortout
» Thas PC
= Undo Move CuleZ e
114 ems Give access W > Ee
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The file will be available in the D drive as shown below.

- a . - hmm\ T o - U K
Vowe Gromen - v.
45t WK e » ¢ U P Seweh fiew Volume D)
B ma et ~ e g
B pa
- Mo Valirme 1) [ [ Rp—
| S B womcion Spnanre
A Orelivive 8 v
R naiohs com Cizg Cursive For
B Docurmenty @
B Porures -
B i
v i e B
116 hams 1 nem setecied 104 K8 =

(d) Deleting a File
When you no longer need a file in your computer, it
may be deleted to free up the memory space.

Perform the following steps to delete a file:

Step 1: Double-click the source drive (say, D drive)
where the file to be deleted is present.
Select the file to be deleted and right click
on it. From the drop-down menu, select
the 'Delete’ option.

Step 2:

—

[

By default, the deleted files are
stored in the Recycle Bin. They can be
brought back by selecting the option
‘Restore’ from the Recycle Bin.

w| B B v | NewVoiume 0) & Share a) x
Home Share View Open with.. v
@ Add to archive_
* T w= ? This PC » New Volume (D) ® Addio"P bori Lon?
B HTML Folder T 8 Compress and email_.
= e NS et
— T - £
<= New Volume (F) @D Siide master R
B Resun .Sublm&grum Send 1o >
@ Title Song G
@ OneDrive .dusdotulcomCl:gCuq ¢
B Documents -Yuny&r'arman:e
B Pictures Create shortaunt
>
Thus PC
o T Rename [
1Sitems 1 item selecied 924 KB Properties Es

The selected file will be deleted.

¢) Searching a File/Folder

(ou can search for a document, image, audio or

ideo file in a specific drive/device or in the whole

omputer storage system. Perform the following

leps to search a file:

Step 1: Click the "This PC' icon, available on the
desktop. The 'Search This PC' box appears
at the extreme right side of the window.

~Knowledge Corner * \
* Searching is the process of finding
a file/folder on the computer.
* Search box is the most convenient

 way to find a file or a folder from
the hard disk.
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S R e Thsrc
Corrgurter View
O SearchThis PC :

v v 4 N ThispPC vl D
= 25 5 boldens )
B HTML Folder
v Devices and drives (5)
= New Volurne (F) McAlee Vaults ] - _3
B Resutt w175 G free of 237 GB
s L ———
B Oocuments S 3G freeof 116GD S ;95 G free of 307 GB
B Pictures New Volume (F) B
a7 - LA < ok T,
. v ™ 3G free of 307GE .
Step 2: Enter the file name (say, Birthday.docx) in the 'Search This PC' box and press
‘Enter key'. |
n the system and then display

The computer will look for all such documents files i
results in the window (as shown below).

LIN N BN - Birthday.docx - Search Results in This PC

Home Share View Search
& - ~ 1 W@ » SearchResults in This PC v D P Birthday.doox
~ My Birthday Size: 11.3 KB
v g Quick access Date modified: 14-Jun-21 1121 AM
B Oasaop * Birthday Invite Size: 26.4 KB
# Downloads ” Date modified: 23-Apr-17 10:30 PM  Authors: Lenovo
A Q«umcnu 5 éﬂ Birthday Programme Size: 59.6 KB
M Picties o W= [.ie modified 01-Apr-17847PM  Authors: Lenovo
= New Volume (D) =
Happy Birthday Invitation Size; 48.0 KB
New Volume &
aEEE s \s = Date modified: 11-Dec-16 10:44 PM Authors: Lenovo
4 items

D)
_ ~Searching a file with Wildcard Characters
\ Sometimes, we need to search a file whose exact name is not known to us. In such a situation,

we can search the file using special symbols called wildcard charactelﬁ These characters are
used to replace a represent one or more characters. More likely, these wildcards are used in

r

Command Prompt.
The uses of two wildcard characters '?' and ™' are explained below.

l
Y _Searching a file using (?) Wildcard
The '?' wildcard represents a single character in a file name. It means any character can occupy

L7 )
[*3

the position of the question mark (?).
For example, if '?' wildcard is used for searching files such as Phon?.docx, it will result in all

the document files having first four characters as Phon with any or no fifth character. The

probable files can be:
Phon.docx
Phone.docx

| ICSE_ Co}ﬁi)uler Studies—-é W




Phons.docx

Phony.docx | Knowledge umr*
Phond.docx and so on, ?
o search a file in the hard disk (say, I drive), ::;:::t:f. :“f:l:?.t::f:. ;’u:.f::m.g
perform the following steps: one or no character matching,
Step 1: Click Command Prompt (if the icon is

present on the taskbar, otherwise click 'Start’ and then Command Prompt). The
Command Prompt window opens.

l. B 1ype here to search

Command Prompt lcon — |

Step 2: Change the drive to C by typing cd\ and then E: to go to E drive.

Step 3: Type dir command followed by the file name (say, Cha??.docx) in the Command
Prompt window as E:\>dir Cha??.docx

Step 4: Press Enter key.
The computer will look for all document files starting with the letters Cha followed
by any two or less characters and show the result in the window (as shown).

-( ommand Prompt (. x
(c) Microsoft Corporation, All rights reserved, ~

K \users\Dilip Kumar Dey>cd\ -

IC i\l \
Knowledge Corner
(1 \>dir Cha??, docx

Volume in drive £ 1s New Volume
Volume Serial Number is 50637078 * dir command Is used to display
Directory of £i\ the results of the search,
E Jun-21 10753 PH 11,618 Champ, docx s cd\ command Is used to
Jun-21 10153 PM 11,633 Chara, docx
Jon-2l 30088 11,626 Chart. docx change the drive.
5 File(s) 34,877 bytes

@ Dir(s) 320,082,178,048 bytes free

€\

A

Searching a file using (*) Wildcard
The asterisk (*) represents all the letters present in the primary or the secondary name in a
file. Let us understand with some examples.
Example 1: If ™" wildcard is used for P*.xlsx, it will display all Excel files starting with the
letter P, shown as:

Player.xlsx

Packet.xlsx

Packer.xlsx

Polytech xlsx and so on

File Management: Organisation of Dal:-




Example 2: Using R* * will display all the files starting with the letter R having any extension,
shown as:
Report.docx

Race.x]sx

Representation.pptx

Recollecl.mp3 and so on
By fo[lowing the steps (as discussed in searching '?’ wildcard), you can search files using ™
wildcard character. It is illustrated as:
E:\>dir Book**
It will display all the files starting with the first four characters as Book with any extension,
The window displays all such files when the command is executed, as shown below:

M command Prompt [ U s

~
E:\>dir Book*.* '-
Volume in drive E is New Volume
Volume Serial Number is 5869-787B

Directory of E:\

15-Jan-21 10:53 PM 9,330 Book 2.xlsx
21-Feb-14 10:51 PM 1,612,923 Book Fotol.jpg
21-Feb-14 10:52 PM 1,939,652 Book Foto2.jpg
21-Feb-14 18:53 PM 1,168,873 Book Foto3.jpg
38-Dec-17 18:57 PM 46,323 Book List .docx
2-Feb-14 18:80 AM 13,480¢ Bookl.xlsx

% 6 File(s) 4,789,781 bytes

@ Dir(s) 320,882,173,952 bytes free

E:\>,

(f) Playing Audio/Video Files

Today, most computers are equipped with a multimedia system. It allows us to play audios and
videos that entertain us. We can play audios and videos using CDs, DVDs, external storage
devices (pen drives, SD cards), etc. There are many media player software available to store
and play audio and video files. Some of them are mentioned below.

i. Windows Media Player
ii. Media Player Classic

iii. KMPlayer

& 7 ™\ Media Player Classic Ho...

File View Play Navigate Favorites Help

)
MEDIA PLAYER

CLASSIC

Windows Media Player Media Player Classic KMPlayer

34

r‘
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To play an audio file or a video file, follow these steps:
Step 1: Insert the audio or video CD/DVD in the DVD drive (if available on your system).
OR,

Insert the external device such as pen drive, SD card, etc. in the appropriate port
(USB or SD card port).

OR,

Select the audio/video file present on your computer system which you want to play.
Here, say, the file that is to be played is present in the F drive.

LR~ B8
Computer

> o Quick access

v @ OneDrive
» B Documents
» & Pictures

» & Network

> Bmisec T

S R en 6 ST -~

[ 1 i B =
W 55 G5 free of 316 GB L

View Drive Tools

5 « 1 B> ThisPc

> Folders (7)

¥ Device

U McAfee Vaults

v B L Search This PC

s and drives (5)

New Volume (D:)

12 items 1 tem selected

New Volume (E)

[ § AT |
298 GB free of 307 GB

Es

Step 2: Click the video folder named 'Video File 1' in the F drive. It will display all the video

files available in the folder (as shown below).

Video folder
B O Scan
B Ppa-s .| VideoFile 1
& “' o shred
Home Share View Video Tools
2 Share
« v 4 1 = Ne. » Video_ v B o) Openwith by ﬁ MPC-HC 264
B Add to archive..
8 Desktop A Bnrap) Abdul Kalar = W,Of: rve. 2 3 windows Media Player
[@ Documents “Hicast Bengal vs Mok s o uza: : 21 search the Microsoft Store
& Downloads “giFish Foot Spa - You pessanc emal | Choose another app
Vit *BGandhi Salt March B Compress to “Guzaarish.rar” and email
usic
- : Restore previous versions
Pictures ‘G‘”"Q Home (Bagp;
“#Guzaarish Send to >
B videos SR
i B Am Kalam cut
| & Windows-SSD (C) - i
| ‘"‘bdlﬂ Against Corr Copy
‘ == New Volume (D) ‘Bindia vs Pakistan
~= New Volume (E) "BINDIA Won The we Create shortcut
|~ NewVolume(F) av < 1IN ’ Delets
| 1431tems 1 item selected 5.87 MB Rename

Step 3: Select the video file to be played and right- click on it.
Step 4: Select 'Open with' option and click on 'Media Player Classic' (MPC) or any other
media player available in your system.

e P

If your system is set to Media Player Classic or any other player,
by default, then the audio or video files will be played directly
on the MPC or the other player format just with a double-click.
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.. nd video file on the screen.
[he media player will start playing the selected video file ¢

B Gurasrish fiy

I
s View Muay Navigate Faviorites Help

Extensions of some audio and video files;

MPEG : Moving Picture Experts Group
WMV : Windows Media Video
WMA : Windows Media Audio

WAVE : Waveform Audio File Fo
(commonly known as WAV)

MIDI : Musical Instrument Digital
Interface

. ‘ -3
Pee eeee e MP3 : MPEG Audio Layer
-+ > - S — -

Working with Multiple Applications

You can also open several applications such as document files, spreadsheet files, PowerPoint
files, etc. at a time. This way system provides a way to perform various tasks on thf:,‘ same
window or in other application windows. However, the user can work on only one application
at a time whose window is active. Whenever we want to work on a particular application
window, it can be activated by just clicking the title bar of the corresponding window, as a

result of which the title bar will become darker.

D -
B UND_Computer Studies_06_2nd Proof Ch2 105 pdf  Adobs Acrobat Reader OC (32 bet

file [dn View Sign Window Help
e ~ Home
PDF File 2 o i e Dma- 8

0 veneenin A8 Aa- p 525 33 0 famcod ance A2BbC macer AQB T 4 e 8
Paste e .__j:u.-.‘. A-Y-A- .f e O - | thomad [THo Spec.  Hesding | Meading 2 Tae o Iy Seeare A

i =g - [} Conamonal Formatting - P
Learning IV-Ax ETTE- $-% » [ Fomates Table- c::)-r:
Scope - AeA dl 8- U= © cat stytes- o re
Foni Aigrment . Number Stytus -
86 = “yan Sourav ¥ -
y MS-Excel Flle_dk, - o . z

1

2 [Reg No. [Names Eng Hindl |Maths [HCG P+C+B

3 (111613 |Megha Upachysy 52

4 [T1104/13 [Ajay Kr Mahato 53

§ [1/107/13 |Aditya Singh 58 43 41
52

The ‘File Manageny

LB
52 N
46 267
Is an Important me¢ r o . ~ 63 Sl‘) g
119113 yan Sourav 44 4
. . Ny — L
::Il‘l pcrlmlncn ly 5 t 7 [T10913 [Anmol Ball__ I 68 Al & a2
evices. Il Is simi w4 8 T/11713 |[Komal Sinha % | 48 65 55 38 21
organizing documy 9 (11112113 |K Hansh 87 [X] 91 A4 & 425
at home or offices | 10 710113 |Aakash Jaiswal a2 [£) 88 7 T4 »2
time, but also help{ 11.7/129/13 |Manish Sinha 82 20 o [ 83 448
in 2 mare anmnl : 12(7/108/13 [Bikash Chandra ] ] 81 86 84 | 408
- ING MOEPM o i
£ oo 0" € " SE + O 8 & 2 M- cowas gl

In the above example, we can notice that three different applications are open but the
MS Excel file is the active application window.

P .
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' Knowledge Corner‘

Buttons in a Window

Generally, there are three types of buttons present on the
top right corner of an active window.
Minimize button

When we click on this button, the active window shrinks and
takes the shape of a button on the task bar. This is done only
when the user does not want to use the application window
currently but wants to keep it opened.

Maximize button

This button enlarges the active window to its maximum
after clicking on it. This button is used only after using the
restoring button which reduces the size of the active window.
Restore button

This button reduces the size of the active window to some extent. It remains active on the
application window and can be maximized if required.

Close button

We can close an active window by clicking on this button. This is generally done when the
user has finished his/her work and wants to exit the active window.

4 ,1@ Chapter at a Glance

. //File is a named unit on a storage device that stores information in an organsied manner.

. Files are of three types- Ordinary files, Folder/Directory files and Special purpose file.

. A file format contains two parts- primary name and secondary name. The primary name is
the name of the file and the secondary name is the extension of the file type.

. Various operations can be performed on a file - viewing, copying, moving, deleting, searching
and playing audio/video files.

. A file can be moved from one device/drive to another device/drive.

4 / Wildcard characters are used when we want to search a file whose exact name is not known

to us.

. A computer system is now well-equipped to allow users to perform multiple applications.
However, the user can work only on one window at a time, which is known as the active

window.

Close Button
Maximize Button
Minimize Button

Close Button
Restore Button
Minimize Button

N
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Objective
1. Choose the correct option: -
l-m&cﬁwmmmmkhmwdardmm”c ??m&
(a) # and ¢ (b) * and ! (c) @ and |
2. %ﬂ\ﬁwmaﬁhmmmmwmbrmdm\vﬂdm
(a) *.doc {b) *.dox
(c) *.docx M) Both (a) and (c)
3. In a JPEG file, the letter | for - — ool
(a) Jumble m (o) Jip (d) Joutty
4.thhofthefollowingu;shoncutkzympmﬂzeconum? _
(a) Ctrl+P AB) CirlsV () Ctrl+X (@) CerleN 5
@ \/’5 Whenaﬁ]eiscopwdfmmapendnvetoharddmk.amdﬁ“km
(a) destination drive (B{ source drive (c) basic drive (d) home dr

IL. State whether the following statements are True/False:

1‘
1. We needn't require including an extension while writing a file name. ;

2. ‘Copy and Paste’ can also be referred to as moving a file. f

3. We can play MP3/MP4/CD on the Windows Media Player. £
£ :\../ 4. Windows Media Player allows us to play an audio CD as well as a DVD. ’T 4

5. Deleting a file means removing it from the drive. T

: H
5\41 iy

g Bl
% &

5

6. Windows does not allow handling multiple files. -
7. External storage devices do not allow to play an audio or video file. ‘T

¥ )
8. By default, the deleted files/folders are stored in the Recycle Bin. WEESE

IIL Fill in the blanks:
1. Information is stored in a storage device with a specific name called rfjf
2. A file extension is also referred as file 'fff:?ﬁ‘ '
3. "Fi’;i file type represents the Adobe Photoshop file.
4. Duplication of files from one drive to other is called fanf ini 5
5. The ‘cut and paste’ option is also called mz,i?‘th s

¢




6. .68 “d‘“ﬁ means locating a file among a set of files.
7. To delete a E | click the right button of the mouse on the file name and select the
option.

8. Specific searching can be performed by using MH mj characters.

IV. Name the following:
1. The extension of two audio files.

(i) SRR e e (b) ¢« Way
2. Two files using Arm?.docx

Anmd docx B it .--?qfﬁm“"‘j"--"*/q'jA

Aot
v~ 3. The extension of two video files e

() il ..,-fm.pl.{. R 1 CE s s o ¥, ¢
4. Two well-known Wildcard characters

B ... e i B # A

5. Three different types of extension of a file

-

(BYs. il ' dOC()O ............................. j ? ........... () wills-a o L2l .
6. Three fundamental operations performed on a fil

(a) q .............. ® ... move . ... Delee
7. Three types of file

(a) .. ‘]Qitt/zl 6. (1 Aud‘oz‘ﬁp (¢) . \}‘I C}fﬂ rv,

' K’vﬁ. Three Media Players

. ‘ A
g ML € Mehe e Bt RO kMpLBye
(/

/I 9
V. Write down their ’ﬁ‘lheo zx‘ieltlsions: rgaﬂ s
S. No. File Type | : : 7_ File Extension
1. Adobe Photoshop ) p AG,
2 Graphic files . ‘j pu} ¥ 19
3, Acrobat portable document format ‘ /.) m. _
4. MS Word document file L d CL "W&r %
s. MS Excel spreadsheet file ' X4 L ¢ XLAW

V1. Answer in one word:

1. A device that contains a file ~ 1) 2 ; \J ¢
2. A portable storage device . | W {) :
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A The term given for duplicating a file
4 The character used for specific searching
. The term used for removing a file

VIL Assertion and Reason based questions:
L Solved
Assertion (A) Copying o file refors to making o duplicate copy of a document.
Reason (R): Ctrl + V is the command by which we can generate a copy of the
document,
Based on the above discussion, choose an appropriate statement from the options g
below:
(@) Both A and R are true and R s the correct explanation of A.
(b) Both A and R are true and R is not the correct explanation of A,
(€) A is true but R {s false,
(d) A is false but R s true.
(e) Both A and R are false.
Ans. (¢) A is true but R is false.
2. Unsolved
Assertion (A): The 't represents a wildeard character. Searching a file using
character "' lists all the files containing '?". :
Reason (R): The wildcard character ' is used for searching files such as Phont? dom
will result in all the document files having first four characters as Phon.
Based on the above discussion, choose an appropriate statement from the options given
below:
(a) Both A and R are true and R is the correct explanation of A.
(b) Both A and R are true and R is not the correct explanation of A,
(€).A is true but R is false.
Jd) A s false but R is true.
(e) Both A and R are false.

VIIL Case Study based questions:
Solved

1. Karan has a computer containing three drives. He stored an audio file (named Audio.*) i
D: drive. His friend Soham also wants to have the same audio file. So, Karan duplicates
the audio file to his friend's computer using a pen drive (F: drive). g
As per the above discussion, answer the following questions:

(a) Which drive will said to be a source drive?

(i) A: drive (i) F: drive (ii1) D: drive (iv) Pen dri
(b) Which drive will said to be a destination drive?

(1) F: drive (i1) D: drive (ii1) CD: drive (iv) B: drive
(c) What appropriate extension can be used for the audio file?

(i) .bas (1) .exe (i) .docx (iv) .mp3
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(d) What is the term used for duplicating a file?

(i) Cut-paste (i) Copy-paste
(iii) Moving a file (iv) Shifting a file
Ans. (a) (iif) D: drive  (b) (i) F: drive (c) (iv) .mp3 (d) (ii) Copy-paste
Unsolved

1. You have participated in a quiz program. In the Rapid fire round, you were asked some
questions as given below:

(a) What is the command used for removing a file from the hard disk?
(b) In which folder are all the deleted files stored?

(c) Which command is used to look for a file in the hard disk?

(d) Which command is used to move a file from one drive to other?

2. Windows 10 is a powerful operating system that provides various tools/commands for
file manipulation. It uses ....,.(a)D‘E-co;nmand to remove a file from the hard disk. The
deleted files are stored in the.Re.C‘.(bs;,C.’.n You can look for a file in the (o)F :’?4)03(,
by entering its name. If a drive is overloaded, you can shift a file to another drive using

. (d)Moyt command.
The above case includes some blanks. Choose the correct answer to complete the given
case.
(a) This command removes a file from the hard disk.
(i) Remove (ii) Rem (iii) Delete (iv) Del

(b) This icon stores the deleted file in the syst

em.
(i) This PC Mcycle Bin

(iii) Chrome (iv) VLC Player
(c) This box is used to find a file from the hard disk.
(i) Search (ii) Locate (iii) Seek J#v) Find
(d) This command is used to shift a file from one drive to other.
(i) Copy-paste \('}i«))l\:‘love (iii) Transfer (iv) Cut-paste
Subjective ==

I. Define the following:

O A
%7

2 BOMCE: .....ocvonoissrersgrosmssssrnsnsesssoiasess et vssensimpess oo eyt el o sttt S

0 9%
\)'L.‘

3. Wildcard character: ...

of

Ot J:)f
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4. Moving a file:

5. Copying a file:

II. Long Answer Questions:

& 4 X Differentiate between copying a file and moving a file.
2. Can the deleted files be restored in the computer? Comment.
3. Mention all the steps:
(a) to search a file using ' Wildcard character
(b) to search a file in D drive of the hard disk

(¢) to copy a file from E drive to a pen drive
(d) to play an audio or a video file on any media player.

In the Computer Lab

I. Write short notes on the importance of 'Multiple Applications of Files' in MS Wa
Finally, save the information with a suitable file name.

I. A folder 'Master’ in C drive contains the files 'Bio-data.docx’, 'Result
'Notice.txt' and 'Nation.pptx'. Perform the following operations with the defined files

1. Copy the file 'Bio-data.docx’ to the D drive.
2. Move the file 'Result.xls' to pen drive.
. Search the file 'Notice.txt' on the hard disk.

3
4. Delete the file 'Nation.pptx'.

v

Group Discussion

You might have used many types of media players on your computer
system. Which one did you like the best and why? What features does it & &

have that make it better than other media players? Make groups of four-

five students each and discuss.
DEBATE

Topics for class debate
1. Digital filing is better than manual filing
2. Multiple file handling creates confusion
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