Session 1: Windows File Management with Windows Explorer [50]


1. Name the Windows folders described. [5]


Contains deleted files.


Contains shortcuts which appear on the menu that is shown when the Start button is clicked.


Contains shortcuts to programs which are automatically started when Windows starts.


Contains DOS commands and utility programs that are not built into the COMMAND.COM interpreter.


Contains files that are used for a short period of time by Windows and other programs, then deleted.


2. Explain the contents of the following Windows folders. [5]


Recent


Desktop


Favorites


SendTo


System


3. Explain the function of the following shortcut keystrokes: [5]


Alt-Tab


Ctrl-Esc


Alt-F4


F2


+ in Windows Explorer


4. Write the shortcut keystroke for the following actions: [10]


Get help information about the current program.


Find a file or folder.


Select all files in the current folder.


Delete selected files completely without sending them to the recycle bin first.


Refresh Windows Explorer to see the contents of a newly inserted floppy disk


Restart the computer or display the task list to stop a currently running program.


Display the system menu of the current window.


Expand all folders and sub-folders in the currently selected folder in Windows Explorer.


Minimize a window into a taskbar button.


Display the properties of an item.


5. Explain how you would perform the following actions using Windows Explorer. [10]


Show a detailed listing of the current directory if you only see large icons.�


Quickly find the most recently modified file in the current directory.�


Show file extensions for all files in the current directory.�


Create a folder named Microsoft Office in the Programs menu.�


Determine whether a file is read-only or a system file.�


6. Explain how to find the following files on the hard disk using the Find File window. [10]


All text files in the root directory.�


All files larger than 1 MB.�


All folders with names containing the letters DOC.�


All batch files created in the last month.�


All Word documents in the My Documents folder containing the word Maintenance.�


7. List five important navigational features of Windows 98 that are not in Windows 95. [5]

















Session 2: Windows File Management from the DOS Prompt [100]


1. Write the DOS commands to perform the following tasks. [20]


Change from the current directory to the root directory.


Change to the SYSTEM directory which is inside the parent of the current directory.


Copy all the files in the My Documents folder and sub-folders onto a floppy disk.


Delete all files in the current directory.


Rename FOO.TXT in the root folder of the hard disk to BAR.TXT.


Move all Word documents from the root folder to the My Documents folder.


Compare the contents of A.TXT and B.TXT and store the results in C.TXT.


Display the files in the current directory in order of size.


Find the text string “DOS” in all text files in the root directory of the hard disk.


Cancel a DOS command such as the MORE command and return to the DOS prompt.


2. Explain what the following DOS commands do. [20]


ATTRIB +R *.DOC�


ATTRIB /S | FIND “COMMAND”�


DELTREE A:�


DIR /AH *.SYS�


DIR /S COMMAND.COM�


DIR /W C: | MORE�


DOSKEY /I�


MD “C:\My Documents\Computer Maintenance”�


PATH=C:\WINDOWS;C:\WINDOWS\COMMAND�


SORT A.TXT > B.TXT�


3. Write the full paths for the following descriptions of files. [10]


The Computer Maintenance folder in the My Documents folder on the hard disk


Windows Explorer program file


A text file named Message in the root directory of a floppy disk


The setup program in the win95 folder of a CD-ROM disk


The file INDEX.HTM in the parent directory.


4. Explain in words the meaning of the following paths. [10]


A:\


C:\WINDOWS\DESKTOP


“C:\MY DOCUMENTS\ANNUAL REPORT.DOC”


D:\INSTALL.EXE


.


5. Circle all the characters that cannot appear in a DOS filename. [5]


~   `   !   @   #   $   %   ^   &   *   (   )   _   -   =   >   <   [   ]   {   }   |   /   \   ?   ;   :   .   ,


6. Explain the purpose or use of the following special characters. [5]


*


/


\


|


>


7. Write the special characters that are used for the following purposes. [5]


A wildcard character to represent one letter.


The character that appears after the drive letter.


The character that separates the DOS filename from the DOS extension.


Takes a file and sends it as the input to a DOS command.


Separates two different DOS commands that appear on the same line.


8. Indicate whether each of the following DOS path names are valid or invalid. [5]


C: MY DOCUMENTS


..\..\


\WINDOWS\INF\FONTS.INF


A:/SPREADSH.XLS


“C:\PROGRAM FILES\MICROSOFT OFFICE\OFFICE\WINWORD.EXE”


9. Explain the meaning of the following error messages and what to do about them. [10]


Bad command or filename�


Not ready reading drive A Abort, Retry, Fail?�


File not found�


Invalid drive specification�


Non-system disk or disk error�


10. Explain five ways to get to the MS-DOS system prompt. [5]

















11. Explain five ways to get out of the MS-DOS system prompt. [5]

















Session 3: Disk Utilities [50]


1. Write the full path names of five Windows folders on the hard disk that need periodic cleaning of large, old or useless files. [5]

















2. List two major advantages and disadvantages of file and disk compression. [8]


Advantage 1.


Advantage 2.


Disadvantage 1.


Disadvantage 2.


3. List two major similarities and differences of chkdsk and scandisk. [8]


Similarity 1.


Similarity 2.


Difference 1.


Difference 2.


4. List two major similarities and differences of Windows Backup and WinZip. [8]


Similarity 1.


Similarity 2.


Difference 1.


Difference 2.


5. Explain the difference between a full backup and an incremental backup. [5]











6. Explain disk fragmentation and why defragmentation is useful. [6]











7. Explain what a virus is, how the dreaded Ravage B virus (also known as Dodgy) spreads, how to remove the virus from an infected computer, and how to protect the computer from re-infection. [10]
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