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Q1. Fill in the blanks: 

1. A _______ is an object that stores data. 

2. A _______ helps to arrange files and other folders. 

3. To save a file in Microsoft Word,click on ____tab and then on ___ option. 

4. To open a folder _____ on it. 

 

 

Q2. Answer the following questions: 

1. What is a folder? 

2. What do you mean by file management? 

3. Write the steps to create a folder. 

4. Write the steps to open a folder. 

5. Write the steps to close a file in Microsoft Word 2010. 

 


