o 7 COMPUIER. . -
) with Files and Folders

Dear Teacher!

What is a file and
folder? Where can
we save a file in our
computer? We want
to learn about them.

Ok students!
Now, we will learn
about the files and
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computer and
working with them.
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When we open a program in computer, it is loaded in comPUteL:tse min;r?za:}” the vq,
we do with the program remains in the memory. If the Compt o W, all gy,
work in the memory will be lost. Therefore, It is lmpOl"tamh C; 5 ’ work in
computer permanently. Our work is saved in the computer in the form of a computer fjj,

In this chapter, you shall learn about the concept of creating and saving the files.

A file stores our work in the computer. Generally, the files are saved on the compyg,
hard disk. They can be saved on other storage devices also such as a pen drive, 3 cp

ora DVD.

Files are of different types. Some examples are:

¢ If you click a picture of your friend then it is saved as an image or graphics file.
¢ If you record your voice in the computer then you save it as an audio file.

¢ If you shoot a video of your birthday party then it is saved as a video file.

Each file is given a filename, which is useful to =i N
identify it. Every file name has 1. Primary name |=== ) ]
Jnj

which is the first name of a file given by the user |===
and 2. Secondary name which is the extension of - N
the file like “.docx', “.jpg', etc. It is given by the ax‘\ gé
program (where it is created). Primary and |
secondary names are separated by a dot (.).
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Some Common Fije Types
i_Secondary name File Type
po it Yourself Xt _TextFile ~
3 . ¢ [ e ———
Right click Oln various files i 4 | _DOC, DOCx | MS Word files
computer. Select Properties opti o= e ——
AUES Option . EXE Ex i
to know more about thar, [ Eecutable program il
- Mp3, WAV - Audio files
 MP4, AV 1 Audio-Video files
PG, PNG, GIF || i :
5 ' , GIF  Image or picture files
Folder | -

Folder or directory stor

es files and Via ~

other folders. B Voes |l :
|, fscommand |

sl e % Computer - ,Sub 1

A folder within a folder s called 5 | &t [ |Folder|
sub-folder. Folders provide following g T (Bowete | |
2 major benefits: L. Card Pendrive %:gmux : |
.. E-Content | e i |

.o N ) P ‘. __ pagefiip_lcader_69.swf = |

0 :lfl::-‘ey Pelp US keED S|m|lar types Of ;.,&E:::‘t(::::m:‘!&rmmngm ‘ E ‘ _‘pagdﬁp_m * "
Ies = vmatre oo 2.6 '
kogether- .For example, you J: Compumatrix_Book 2 ‘ o) ! E

can eep a” f||e5 Of your SChOOI . Compumatrix_Bock 3 i 2B { ;

H . S & mpul 1 | 3 - F i
sclence project in a folder named K EZimﬁ'ii R |
SCIENCE_PROJECT. . Compumatrix_Book 6 ‘w ; Files l
;ﬁp&aw_aoan ;53 ;

¢ You can give away the entire folder Ui Compuma ookt ] Folder |} |

to give all the files in it to others.

computer Window

Whatever files or folders
the Computer window.
folders stored in various
Pen Drive, etc.

you store in your computer, they are accessible from
It is also used to access and manage the files and
external memory devices. For example, CD, DVD,

To open the Computer window, click on the Start

button -~ Computer or double-click on the Computer
icon on the Desktop.

E} Nero Raimant Essermas
el
Al

)\.! Character Map

Micresoft Access 2010

*
E Microsoht Visual Basc 60

Shortcut

To open the Computer
window: Windows + E

Scanned with CamScanner



k:

Left/navigation Pane: It i
located on the left siga of
the computer Window
Here, storage drives and

;E_'— iy directory tree can be seq,
e  [Deven) |_Right Pane | It contains the list .
s e — storage drives (hard djg
— DVD drive), folders gng

sub-folders that you hay,
on the computer. It doq,

Folar Computer Window
not show/lists the files.

. Navigation Pane |
————

Right Pane: It is located on the right side of the window and it shows the content of the

folder which is selected at the left side.

Creating a New Folder

A folder can be created in a drive, §
another folder or on the desktop. |
You can use the context menu (using
right- click), toolbar or shortcut keys
to create a new folder. Let us learn
about these methods . " i
A. Context menu (using a right- click) | . ? Rl

. | the blank area.
This method can be used to create a
new folder using the right- click of _ -
the mouse.

reating a new folder usi right-cli

The steps to create a new folder are: Sreating er using a right-click
1. Open the Computer (or go to Desktop if you want to create folder on desktop)

window.
Open the location/drive (or folder) where you want to
create a folder.

3. Right- click on the blank
area, the context menu

appears.
4. Select the New option. A
submenu appears.

9% ca » Compater » Local Dk

]

H[new folder il

5. Click on the Folder option. A new
folder is created and appears. (A new folder is B vids

6. Type a name for the folder and | created. J 8 Computer
press the Enter key. \ ﬁt‘l‘:i’i’.iﬁi

A new folder is created.

~

s
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shoﬂcu‘
Tocreateanew folder: Cty| 4 Shift + N

gpening a File or Folger
The steps to open a file or folder are:

1. Open the location in the Computer window

2. Place the mouse pointer

0 i : , : .
opened and you can viewnittshsorr?tiﬁltrsed file/folder and double-click on it. It will be

(where the file or folder is located).

po it Yourself
1. Create a folder in the D: drive jn

2. Open the MS Word and
'My Self' in the folder

3. Close MS Word.
Open the folder 'My Stuff.
5. Open the file 'My Self".

your computer and name it 'My Stuff’.

\ type few sentences about yourself. Save it with the name
My Stuff' that you have created in the D: drive.

=

Renaming a File or Folder

To rename means to change the name of an

existing file or folder. The steps to rename a file or
folder are:

Select the file or folder. ]
Cpen in news window

244 to VLC rovedix player’s Plaglist

in fdche Bidoe. CS5

. Right-click on it. |
1. Select the file or folder that has to be - v—— 4
renamed. (W s e
L . (B Addw Custar
2. Right-click on it, a context menu appears. B Compressand omail.
'@ Compressto "Cassdnr end emad
Select the Rename option. ! h—
| Rastore previcus versions

4. Type the new name and press Enter. | PR

¢ 250151 (8] Quick Heal Total Sexurity Scan

’s

Type a o) LT
new name ; a2 ‘ Cut
and press | Cosy
Enter key. | Cremesronce IR
B - .
Select the desired file or folder and press F2 e e
function key. Renaming a Folder

Then type the new name and press Enter.
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Selecting Files and Folders

Files or folders can be selected in different
ways. Let us see these methods.

¢ To select afile or folder, click on it.

4o Poort Place

B R a——

& Desdtop el
I dowelosd B4 13

¢ To select adjacent/continuous files or & Mot 11 Gurntom
folders, click on the first file or folder to be % L : e
Sele(t ) i ]! ) ' ' i 1 ¥ Dox ety B Tty 1 o Guomstion o,
ed. then, hold down the Shiit key anc 2 b €3 Atk Ko 854
click on the last file of folder to be selected. g r:w:".",‘;’:;;z:"m -
Videos 75 —
oo [ 8 Owslpemodetet] 4y
&% Computme (Q.m'.nnj » M .' % W Computer § Cum ) perodic o] 2y 1%
m. ;ﬂ:: s —— &, Lecsi Dk (T) & Classd perodic dest | 212 39
~ . 3255 e v e s Local Dusk (D) 8" Ol § pencdic test | 203319
o e o ca Local Disk E) l 8 Class§ peviodic test 1 2.9
S W Ooad edrcht 8" Clans 7 penodic test lm
B Oowecdoady 4 Desting Apel " )
T4 Becent Places B domnteed 3432 € Network 8" Class 8 perodic test 1 201819
Ptk Selecting adjacent files
0B Lheusine 4 Remume
3 Oncumerss & Trending IT Final Question . X
oo ¢ To select non-adjacentrandomly located file
_RLATTEND, d . = :
B Ve Ty folders, click on the first file or folder to be selecteq.
e s LD Then, hold down the Ctrl key and click on the filg
» Local D (C. £ Closs test 7
I | @ o) e of folders to be selected.
CalocDa®) | 8" Class§ penodicten] 2819
€ Class 7 penodic test 1 218-19
O Networt €' Ouss B penodic test1 21819

Selecting non-adjacent files

Deleting a File or Folder
Note

Deleted file or folder
move to the Recycle Bin.

The steps to delete a file or folder are:
1. Select the file or folder that has to be deleted.

2. Right-click on the required file/folder and select the Delete option.
OR

Press the Delete key | on the keyboard.
The Operating system (Windows) confirms before deleting
m ) the file or folder by displaying a dialog box.
EE‘E.‘&‘:‘&...... 3. The Delete Folder dialog box appears. Click on the Yes
Lt e ———c button to delete or No to cancel deleting.
T r— e ——— -
g o e Shortcut
Al G, v To delete a file/folder
- _.’ [£ permanently: Shift + Delete
| =T -
ﬂ .:.. Deleting a Folder
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—
gesioring the Deleted File or Folder

£ 2 Y
piles OF Rogers that have |
A ) < en dele pa—
deleted by mistake, can be restored trom the Recye e Bin,

. AR DS 1 H J14}1 i 3
The steps o restore the ftiles or folder
: CUs are:

8 \- "\
’4 \‘\{ e \\ LY NT \

on t"‘l" \,\ \ . “‘ ub \\‘nd\\\\ ‘l‘\ d\‘“hl(“ﬂ‘“k‘k"““

- ATLYUIE DI Iicon on ﬂ“\ Desk \ 5 o Beyie B 8

~1<"{ ‘\\?h\ 1< ; - \ \‘h‘")- -

(& 1 R h.\t \\t \i(\lt\{‘\\i “l(\.\ d‘\({ '\\‘k{(\l\ Tnguog @ By e B "'"‘ Pty ¢ S0 ]
b, S \*”‘13 a or i ldae o g . ' i
7. Select the file or folder that has to be restored 3 K ‘ “""\""*
3 U;g'\ on the Restore ' i Moot Plcts !
3 Restore this item b |

t\\\lL\tx l utton on tl“‘ A i
The selected file or fo . S

tolder moves back to the place from B o
where it was deleted.
B v 5 S

copying and Moving a File or Folder

Copving a fi
folderdrive),

p..y:tg&!ly changing the location of a file or fol

The steps to copy or move a file or folder are:

le or folder means making a copy
W 3
ithout removing it from its oru,uml location. Moving

der.

Restoring a TFile or folder

of the original file, at another location

a file means

1. Open the Computer window and select the file/folder that has to be copied.

2 ick roanizv 1< ’ ~ ~
2. Click Orzanize list box on the toolbar and select opy/ Cut (to move) option.

OR

Right- click on the file or folder and select the Copy or Cut (to move) option.

-1 Select the )
S—————— "o .
Click on ) L] aasrenc file or fO‘(_i_e_L
FU T eene S ke S disbe Do .
17 c= | —— e nght-cllck on it. }
b oy | Clickon | o
= : | | & Book 23 May 154139 | B asato i
S Copy: ICut |, css&ct*uw:x : B hadro e
e N’ S-May- 134029 B Jompress and emad.
. 4 Q3015 23-May-15 404 P a pres 1o “Class d 5" and emad
— - A1-May-131218 ' Dol Sy e '
z O1e VIS VerLons
Seem st 31 Moy 15 1218 Or
T Copbme supported fles in Acrobat..
- 2-May15 208 \
= e » de in beary ’
_ ! |
Fricer g mwS SFOCT } g | Feal Total Secunty Scan
X Detete y ’
1=are Cut
Immcue gTEEE Copy
Semcames s Create shotcut
lLed  Delee
Cese 9P Remame
< 201 e —————— T l

3. Select the destination (
4. Click on the Organize

Right-click on the blan

drive/folder) from the left/navigation pane.
the toolbar and select the Paste option.

OR

k space and select th

2

list box on

e Paste option in the context mendu.
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«a ¥ Computer 3 Lovel Db 1) »
G| bt e n - o " e g
§ Ca 4 Cr k o i d Organiae * Include i lbrary » SY\nN.M“ e
ick on Organize an - , v
@ hoe ] select the Paste option. | o Porevs LNy,
: o B0BWAING T A MNP e bk Bl Dethtop LR
VAN R P ettt kib noads D(W‘Nmm'mn
bt L0 oy e . 10
1, Pecant Places 9 N a2
L lysa ) 1L 300 0 PR e Aol Y
n A28 2017 248 WAL Pin hle a"“‘ﬂ"m
S SO R0 P Pas Ride .
> e LA LI AN P foie L4 Libranies
Srama LMY 2PN Pt {3 Decuments
ok et At Final 1) 10 QA AN (AW 8 @ Mo
Propeam Sl ) 2L A3 BM  CamlDmaw 1Y & T * o Mutic
S pash et WL 2P CorsbRAW XY O TR ™ Prtured
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Q Newst &1 M Ca AL NARIAPM Moot Weed aw
MACCOUNTIES ) Mo Qe ) RNV P Mgaseh Wod D e % Computer
W omee 00 LV NI Adebe Acrobat O A N
07 tihoa jipur MADIHIAN McoroR oW na & Lot Disk ()
gmwuhn LU IR AM  ComORAW X8 e 1 . Local Disk (D)
vt 40 Moy WAV EIIPM CurwiRaw X8 Ge ey
3 vt gard Bargae MO 2P CarslDRAW XS b Y] L8 Local Duk (£)
) viet vard Tatian WALNIENIM  ConRAN S G, 4SS . ]
£ vin oo Vined LU0 1 PM CorelDRAW S & (LR Pas“ng a Flle or Folder
D vt ene LRI S0P CamDRAW XY e s

Shortcut :
® Copy: Ctrl + C o Cut:Ctrl + X e Paste:Ctrl +V

Quick Review

:

© The Computer window allows you to access all the files and folders on the computer.
2 To select a folder, click on it.

o To open a file or folder, simply double- click on it.

o You can also use the F2 function key to rename a file or folder.

= You can use the Delete key to delete a file or folder.

= You can copy or move files or folders from one place to another.

=

R O
L EXerCiSe

it Ma e

A. Choose the correct answer.

1. There are different types of files in a computer. For example,
a) Document O b) Image file
¢) Music file (O d Al of these
2. Every file name has two parts: and
a) Primary, secondary O b) Main, supplementary
c) First, second O d) All of these

oo 00

l
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B

iy window s used 1o access and manage the files and folders stored in

external memory devices.

Q) Enternal ("\\ b) Using toolbar ( )
CComputer L ) () None of these C )
4 pane of the Computer window shows the content of a folder,
Q) lett L3 b) Right (ﬂ)
¢) Drives L\ ) Address bar ()
Fill in the blanks,
Ctrl + X, Recycle Bin, Ctel + Shift + N, Delete, Secondary
o Theextension ofafile name is called ~ name.
2. Shortcut Key to create a new folder is -
3. Adtile, that has been deleted by mistake, can be restored from
N shorteut key can be used to cut a file or folder.
5. When we delete a file, the File dialog box appears to

confirm the deletion.

Answer the following questions.

1. What is a file?

2. \What is a folder?

4o

Write the shortcut key for opening the Computer window.

4. What is the use of the F2 function key?

Tick () the correct statement and cross (X) out the wrong one.

1. A collection of related files cannot be stored in a common folder.

2. Afolder within a folder is called a subfolder.

3.  We cannot use the delete key to delete a subfolder.
4. We can move a folder from one location to another.
5. Using ‘Ctrl’ key we can select non-adjacent files.
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E.  Match the following, .mm_

a Cirl+V
1. Pen Dive

' b.  External memory deyic
B ((\py
' c.  Shift + Delete
3 dooy :

' Secondary name
4. Todelete afile permanently d.

5. Paste e. Cul+C

R —— .
T T . ‘ B TV T T D T DR T s ik, A e X -
I e A 2 PRI AT e R A S B D e i vy,

Create a folder in the D: drive with the name ‘India’.

1. Create four subfolders in the ‘India’ folder and name them- ‘North’, ‘East’, ‘Wegy
‘South’ respectively.

Open the ‘North’ subfolder and rename them- ‘Punjab’ and ‘Delhi’.

ang

o

3. Create two files in MS Word and name them- ‘Assam’ and ‘Manipur’. Save them in the
‘East’ subfolder.

4. Rename the file ‘Assam’ to ‘Mizoram’.

Teacher's Signature : Teacher's Remark : < v¥c+c v v

< WEB  http:/ /windows.microsoft.com/en-in/windows/working-with-ﬁles-

\ ue LINKS folders#1TC=windows-7
&éf http:// windows.microsoft.com/en-in/windows7/ move-and-copy-ﬁles-using-
~ drag-and-drop

Teacher’s Corner. . .

Jear teacher, some more assignments can be given to the students to rename the files/folders
ind copy/move them from one location to another,
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