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File Management Test
1. The system that a computer uses to manage files and folders is called a __________.

a. storage system

b. file system

c. system manager

d. device manager

2. Before you can access a storage device, you need to know its __________.

a. physical location

b. accession number

c. drive name

d. drive letter

3. Before removing a USB flash drive, it is extremely important that you ________ it.

a. format

b. clean

c. eject 

d. defragment

4. On a Windows machine, to make a duplicate of a file, you must use the ________ command. 
a. cut

b. copy

c. duplicate

d. make

5. To change the name of a file, you should use the ________ command.
a. changer

b. naming

c. rename

d. filename

6. An excellent way to organize files is to use ________.

a. indexes

b. folders

c. tabs

d. filenames

7. Most file management commands that can be accessed by right-clicking can be found on the ______ menu.
a. File

b. Tools

c. Help

d. Edit

8. In addition to using drag-and-drop to move a file from folder to folder, you can use the  _________ command.

a. cut

b. copy

c. move

d. warp

9. The program included with Windows that allows users to view and manage files and folders is called the ________.

a. Windows Navigator

b. File Finder

c. Windows Explorer

d. File-ator

10. To create a folder, you must use the _______ menu sequence.
a. File > New Folder

b. File > New > Folder

c. File  > Create > Folder

d. Edit > New > Folder

11. Which one of the following folders is NOT created for users automatically when they first log in?

a. (My) Documents

b. (My) Pictures

c. (My) Videos

d. (My) Webpages

12. On a Windows machine, the ________ is used by the operating system to decide what program is needed to open a file.

a. filename

b. file extension

c. icon

d. opener
13. To open a PDF file, you need ________.
a. Microsoft Word

b. Microsoft PowerPoint

c. Adobe Reader

d. Adobe Dreamweaver

14. To open a file with the .doc extension, you need ________.
a. Microsoft Word

b. Microsoft PowerPoint

c. Adobe Reader

d. Adobe Dreamweaver

15. To change the way icons are presented on the screen, you can use the _______ menu.

a. File

b. Tools

c. View

d. Edit

16. The file view puts files in multiple columns if there are too many icons to fit in the window is the _________ view.

a. Tile

b. Icon

c. Detail

d. List

17. To arrange icons by the time they were changed, you can arrange by

a. Date Changed

b. Date Modified

c. Date Morphed

d. Date Saved

18. Any device that can be used to save files and folders so they can be opened later is called a _______.

a. floppy disk

b. flash drive

c. saving device

d. storage device

19. Folders and other folders inside of them have a ________ relationship.
a. root-branch

b. parent-child

c. brother-sister

d. highway-street

20. Which is NOT a reason to use good file management practices?

a. It keeps the hard disk from becoming corrupt.

b. It makes finding files easier.

c. It makes employees more efficient.

d. Both B & C.

Short Answer: In the space below, describe the difference between Cut and Copy with regard to file management. Remember to use technical terms.
