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1. The file system for a personal computer is analogous to a __________ 

a. Rolodex file, cards, and contents 

b. Library card-catalog file 

c. File cabinet, folders, and papers 

d. None of the above 

 

2. Which program is used to access files on a Windows 10 PC? 

a. File Finder 

b. File Explorer 

c. Internet Explorer 

d. None of the above 

 

3. In Windows 10, “My Computer” is now called __________ 

a. My PC 

b. This Computer 

c. This PC 

d. None of the above 

 

4. Which item represents your hard-drive in a Windows 10 file system? 

a. Local Disk (C:) 

b. Local Drive (C:) 

c. Hard Disk (C:) 

d. Hard Drive (C:) 

 

5. Everything on your computer is stored in which location? 

a. Desktop 

b. This PC 

c. Documents 

d. Downloads 
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6. What is the file name in the path C: > Users > Watson > Desktop > photo.jpg? 

a. Users 

b. Desktop 

c. Watson 

d. photo.jpg 

 

7. Which items are considered sub folders in the path C: > Users > Watson > Desktop > photo.jpg? 

a. Users and Watson 

b. Watson and Desktop 

c. Users and Desktop 

d. All of the above 

 

8. TRUE or FALSE? In Windows 10 you can access Microsoft OneDrive using File Explorer 

a. True 

b. False 

 

9. Which of the following Taskbar icons opens File Explorer? 

a.  

b.  

c.  

d.  

 

10. In File Explorer, hard drives, CD/DVD drives, and external drives are labeled with a(n): 

a. Letter 

b. Number 

c. Word 

d. Phrase 
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11. In File Explorer, the folder path that you navigate to is listed in the: 

a. Details Pane 

b. Navigation Pane 

c. Path Bar 

d. Quick Access List 

 

12. When using File Explorer, which folders should you avoid changing or deleting? 

a. Program Files 

b. Program Files (x86) 

c. Windows 

d. All of the above 

 

13. Software applications are stored in which folder? 

a. Program Files 

b. Software Files 

c. Software Apps 

d. Application Files 

 

14. TRUE or FALSE? In File Explorer, “This PC” is the same thing as “Local Disk (C:) 

a. True 

b. False 

 

15. Which of the following is true about OneDrive? 

a. It’s an online system for storing files 

b. It saves documents to Microsoft’s computers 

c. It’s a tool to compress multiple drives into one 

d. Both (a) an (b) 

 

  

http://msamc.org/assets/20151229_v001_msamc_tafd_117.2.1_unit_exam.pdf
http://www.msamc.org/resources.html
http://www.msamc.org/resources.html
http://www.msamc.org/
http://creativecommons.org/licenses/by/4.0/


 

Multi-State 

Advanced Manufacturing 

Consortium 
 

US DOL SPONSORED TAACCCT GRANT: TC23767 

RELEASE DATE 12/29/2015 

VERSION v 001 

PAGE 4 of 5 

PRIMARY DEVELOPER: Reggie Fluker – Henry Ford College 

Digital Literacy II: Office Productivity 

Unit 1 File Management 

UNIT EXAM 

20151229_v001_msamc_tafd_117.2.1_unit_exam found in Resources by 
 the M-SAMC Multi-State Advanced Manufacturing Consortium www.msamc.org is licensed under a  

Creative Commons Attribution 4.0 International License. 

16. In File Explorer, deleted files are __________ 

a. Permanently removed from the computer 

b. Moved to the Recycle Bin 

c. Uploaded to OneDrive 

d. Copied to the Recycle Bin 

 

17. To arrange files so that all Word documents are listed together, you can: 

a. Sort by type 

b. Sort by name 

c. Sort by file 

d. Sort by size 

 

18. Which of the following are true about file extensions? 

a. Identifies the type of file 

b. Determines which program opens a file 

c. Follows the dot (.) in a file name 

d. All of the above 

 

19. Zipping a file will: 

a. Compress the file to a smaller size 

b. Protect the file from viruses 

c. Take longer to upload than an unzipped file 

d. Send the file to the Recycle Bin 

 

20. To move or copy a file or folder, you can: 

a. Use the Ribbon 

b. Right-click the file or folder 

c. Click and drag the file or folder 

d. All of the above 
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SAFETY DISCLAIMER: 

M-SAMC educational resources are in no way meant to be a substitute for occupational safety and health 

standards. No guarantee is made to resource thoroughness, statutory or regulatory compliance, and related 

media may depict situations that are not in compliance with OSHA and other safety requirements. It is the 

responsibility of educators/employers and their students/employees, or anybody using our resources, to comply 

fully with all pertinent OSHA, and any other, rules and regulations in any jurisdiction in which they learn/work.  

M-SAMC will not be liable for any damages or other claims and demands arising out of the use of these 

educational resources.  By using these resources, the user releases the Multi-State Advanced Manufacturing 

Consortium and participating educational institutions and their respective Boards, individual trustees, 

employees, contractors, and sub-contractors from any liability for injuries resulting from the use of the 

educational resources. 

DOL DISCLAIMER: 

This product was funded by a grant awarded by the U.S. Department of Labor’s Employment and Training 

Administration. The product was created by the grantee and does not necessarily reflect the official position of 

the U.S. Department of Labor. The Department of Labor makes no guarantees, warranties, or assurances of any 

kind, express or implied, with respect to such information, including any information on linked sites and 

including, but not limited to, accuracy of the information or its completeness, timeliness, usefulness, adequacy, 

continued availability, or ownership. 

RELEVANCY REMINDER: 
M-SAMC resources reflect a shared understanding of grant partners at the time of development. In keeping with 

our industry and college partner requirements, our products are continuously improved. Updated versions of 

our work can be found here:   http://www.msamc.org/resources.html. 
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