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G.C.E. O/L Grade 10 ICT · Lesson 5

5.1 Operating Systems: Types, Functions and Utilities

When you switch on a computer or phone, the first big program that starts is the operating

system (OS). It is the manager of the computer: it lets you talk to the machine, runs your apps,

and looks after the CPU, memory, files and devices. In this note you will learn what an OS is,

how the way we talk to computers changed from typing commands (CLI) to windows and

icons (GUI) and now touch and voice, the types of operating systems, the main functions of

an OS, its benefits, and the utility programs for partitioning, formatting and

defragmentation.

1. What is an operating system?

An operating system is system software that manages the computer’s hardware and software

and provides an interface between the user and the hardware. Without an OS, you could not

open a file, run a game or print a page.

User
You – keyboard, mouse, touch, voice

Application software
Word, Chrome, games, WhatsApp

Operating system
Windows 11, macOS, Linux, Android, iOS

Hardware
CPU, RAM, storage, screen, printer

The OS sits between application software and the hardware.

💡 An OS is like the principal of a school: teachers (apps) and students (users) do the work, but

the principal shares the classrooms (memory), the timetable (CPU time) and the equipment

(devices) fairly.

Device Popular OS (2026) Open source or proprietary?

Desktop / laptop Windows 11, macOS, Linux (Ubuntu),

ChromeOS

Windows, macOS = proprietary; Ubuntu = open

source

© 2026 schoolict.net (Ruwan Mangala Suraweera) Grade 10 ICT · Lesson 5

© 2026 schoolict.net (Ruwan Mangala Suraweera) · All rights reserved Page 2 / 22



Smartphone /

tablet

Android, iOS / iPadOS Android = based on open-source Linux; iOS =

proprietary

Servers Linux, Windows Server Most web servers use Linux

Smart watch / TV /

car

watchOS, Wear OS, Android TV, Tizen Small embedded / mobile OS

Open source OS: the source code is free to see, change and share (e.g. Linux, Ubuntu).

Proprietary OS: owned by a company, code is secret and you need a licence (e.g. Windows,

macOS, iOS).

2. How the human–computer interface evolved

CLI

Type commands

C:\> dir

GUI

Windows, icons, menus, pointer

WIMP

Touch

Tap, swipe, pinch

Phones, tablets

Voice / AI

Speak to the device

Siri, Google, Copilot

From typed commands to touch and voice.

Command Line Interface (CLI)

The user types commands with the keyboard,

e.g. dir, copy, cd in MS-DOS (1980s). Fast for

experts and uses little memory, but you must

remember commands. Still used today: Windows

Terminal / PowerShell, Linux Terminal.

Graphical User Interface (GUI)

Uses Windows, Icons, Menus and a Pointer

(WIMP). You click instead of typing. Easy for

beginners. Examples: Windows 11, macOS,

Ubuntu desktop. Needs more memory and

processing power.

Touch interface

You tap, swipe and pinch on a touch screen.

Used in Android and iOS phones, tablets, ATMs

and self-service kiosks.

Voice / natural language

You speak to the device: “Hey Google, set an

alarm for 6 a.m.” Voice assistants such as Google

Assistant/Gemini, Siri, Alexa and Copilot in

Windows 11 use AI to understand you.

Point CLI GUI

How you give orders Type commands Click icons and menus

Easy to learn? No – must remember commands Yes – see and click

Memory / CPU needed Very little More

Example MS-DOS, Linux Terminal Windows 11, macOS

© 2026 schoolict.net (Ruwan Mangala Suraweera) Grade 10 ICT · Lesson 5

© 2026 schoolict.net (Ruwan Mangala Suraweera) · All rights reserved Page 3 / 22



3. Types of operating systems

Single user

Only one user can use the computer at a time.

Old MS-DOS was single user, single task. A phone

is mostly used by one person.

Multi user

Many users can use one computer (often a

server) at the same time or have separate

accounts, each with own files and settings.

Examples: Linux, Unix, Windows Server.

Multi tasking

Runs many programs at once: play music,

download a file and type in Word together. The OS

switches the CPU between tasks very fast.

Examples: Windows 11, macOS, Android.

Real time

Must respond immediately, within a fixed time.

Used where delay is dangerous: air-bag systems,

aircraft autopilot, ABS brakes, medical

machines, factory robots, traffic lights.

Distributed

Many computers connected by a network work

together and look like one system to the user.

The work is shared. Examples: cloud services

(Google, Microsoft Azure), bank networks.

💡 Remember the five types with S-M-M-R-D: Single user, Multi user, Multi tasking, Real time,

Distributed. One OS can be more than one type – Windows 11 is multi user and multi tasking.

4. Functions of an operating system

Provides a user interface

CLI, GUI, touch or voice, so the user can

communicate with the computer.

Process (CPU) management

Decides which program uses the CPU and for

how long (scheduling). Starts and stops

processes. See it in Task Manager (Ctrl+Shift+Esc).

Memory management

Gives RAM to each program, keeps programs

from using each other’s memory, and frees

memory when a program closes. Uses virtual

memory on the disk when RAM is full.

File management

Creates, saves, opens, copies, moves, renames

and deletes files and folders, and keeps track of

where they are on the disk using a file system

(NTFS, FAT32, exFAT).

Device (I/O) management

Controls input/output devices – keyboard, mouse,

printer, USB drive – using small programs called

device drivers. Plug and Play installs most drivers

automatically.

Security management

User accounts and passwords / PIN /

fingerprint / face unlock, file permissions, a

firewall, built-in antivirus (Windows Security /

Microsoft Defender) and security updates.
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NEW 2026  Keep your OS updated. Updates (Windows Update, macOS Software Update,

Android/iOS system updates) bring security patches that close holes hackers and viruses use.

An OS that no longer gets updates (e.g. Windows 10 support ended in October 2025) is

unsafe on the internet.

5. Benefits of an operating system

Easy to use – a friendly interface; no need to know how hardware works.

Shares resources fairly – CPU, memory and printers are shared between programs and

users.

Runs many apps together (multi tasking), saving time.

Organises files in drives and folders so they are easy to find.

Protects data with passwords, permissions, firewall and updates.

Detects errors and shows messages, and lets the same app run on different hardware.

6. Utility software: partitioning, formatting, defragmentation

Utility programs are small system programs that help to maintain, tune and protect the

computer. Most come with the OS. The syllabus asks for three disk utilities.

Partitioning – dividing one physical disk into separate sections (partitions), each with its own

drive letter (C:, D:). Example: C: for Windows and programs, D: for your data, so data is safe if

Windows must be reinstalled. Tool: Disk Management in Windows.

C: Windows (NTFS) D: Data (NTFS) Recovery

One physical disk (SSD 512 GB)

Partitions = separate sections, each with its own drive letter and file system

One disk split into partitions C:, D: and a recovery partition.

Formatting – preparing a disk or partition for use by creating a file system on it. ⚠ Formatting

erases everything on that drive. Quick format only clears the file table; full format also checks

for bad sectors.

File system Used for Note

NTFS Windows system drive (C:) Supports permissions, very large files

FAT32 Old / small USB drives, memory cards Works almost everywhere, but max file size 4 GB

exFAT Large USB drives, SD cards Files bigger than 4 GB; works on Windows and macOS

Defragmentation – on a hard disk (HDD), a file can be saved in many scattered pieces

(fragments). The disk head must jump around, so the computer slows down. Defragmenting joins

© 2026 schoolict.net (Ruwan Mangala Suraweera) Grade 10 ICT · Lesson 5

© 2026 schoolict.net (Ruwan Mangala Suraweera) · All rights reserved Page 5 / 22



the pieces together so files open faster.

Before (fragmented HDD)

After defragmentation

A B A C B C A B C A B

A A A A A B B B B B C C C C

Defragmentation puts the pieces of each file next to each other.

NEW 2026 Do not defragment an SSD. SSDs have no moving parts, so fragments do not slow

them, and defragmenting only wears them out. Windows 11’s “Defragment and Optimize

Drives” tool automatically defragments HDDs and sends TRIM to optimise SSDs. Other

everyday utilities: antivirus, Disk Cleanup / Storage Sense, backup (File History, OneDrive),

file compression (.zip).

Key Words

Operating system (OS) – System software that

manages hardware and software and provides a

user interface.

CLI – Command Line Interface – the user types

text commands (e.g. MS-DOS).

GUI – Graphical User Interface – windows, icons,

menus and pointer (WIMP).

Multi tasking OS – An OS that runs several

programs at the same time.

Multi user OS – An OS that lets many users use

one computer at once or with separate accounts.

Real time OS – An OS that responds immediately

within a fixed time (air bags, autopilot).

Distributed OS – Many networked computers

working together as one system.

Device driver – A small program that lets the OS

control a hardware device.

Partitioning – Dividing one physical disk into

separate sections with drive letters.

Formatting – Preparing a disk by creating a file

system; erases all data.

Defragmentation – Joining scattered pieces of

files on an HDD to make it faster.

Security patch – An OS update that fixes a security

weakness.

Sample Q&A

1. What is an operating system? Give two examples.

Answer: System software that manages the computer’s hardware and software and provides

an interface between the user and the hardware. Examples: Windows 11, Android (also macOS,

Linux, iOS).
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2. Give two differences between a CLI and a GUI.

Answer: CLI: type commands, must remember them, uses little memory. GUI: click icons and

menus, easy to learn, needs more memory and CPU power.

3. Which type of OS is needed for an aircraft autopilot? Why?

Answer: A real time OS, because it must respond immediately within a fixed time; a delay could

cause an accident.

4. List four resource-management functions of an OS.

Answer: Process (CPU) management, memory management, file management, device (I/O)

management (and security management).

5. Why should you not defragment an SSD?

Answer: An SSD has no moving parts, so fragmentation does not slow it down; defragmenting

only causes extra writes that wear it out. Windows optimises SSDs with TRIM instead.

6. What happens when you format a USB drive? Which file system is best for a 64 GB pen

drive used on Windows and Mac?

Answer: A new file system is created and all data on it is erased. exFAT is best – it works on both

and allows files bigger than 4 GB.

MCQ

1. What is an operating system?

A. System software that manages hardware and software

B. An application for typing letters

C. A type of computer virus

D. A hardware part inside the CPU

2. Which of these is an open-source operating system?

A. Windows 11

B. macOS

C. Ubuntu Linux

D. iOS

3. In which interface does the user type commands such as dir and copy?

A. GUI

B. Touch interface

C. CLI

D. Voice interface
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4. WIMP in a GUI stands for

A. Windows, Icons, Menus, Pointer

B. Wireless Internet Memory Program

C. Windows, Internet, Mouse, Printer

D. Words, Images, Music, Pictures

5. “Hey Siri, call Amma” is an example of which interface?

A. Command line interface

B. Voice (natural language) interface

C. Batch interface

D. Menu-only interface

6. Which OS type is best for a car air-bag system?

A. Multi user

B. Distributed

C. Single user

D. Real time

7. Listening to music while typing in Word and downloading a file shows a

A. single tasking OS

B. real time OS

C. multi tasking OS

D. distributed OS

8. Many networked computers working together so they look like one system is a

A. real time OS

B. distributed OS

C. single user OS

D. command line OS

9. Deciding which program uses the CPU next is called

A. process management

B. partitioning

C. file management

D. formatting

10. A small program that lets the OS control a printer is a

A. virus

B. partition

C. device driver

D. utility
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11. Which is a security function of the OS?

A. Joining file fragments

B. Giving RAM to programs

C. Showing icons on the desktop

D. User accounts with passwords

12. Dividing one hard disk into drives C: and D: is called

A. partitioning

B. defragmentation

C. formatting

D. compression

13. What does formatting a drive do?

A. Joins file fragments together

B. Creates a new file system and erases data

C. Removes only viruses

D. Makes the disk larger

14. Which file system cannot store a single 6 GB video file?

A. NTFS

B. exFAT

C. APFS

D. FAT32

15. What should Windows 11 do to keep an SSD fast?

A. Format it every week

B. Optimise it with TRIM

C. Partition it into many drives

D. Defragment it every day
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Structured Questions

1. (i) Define an operating system. (2 marks)

(ii) Name one OS each for a laptop and a smartphone. (2 marks) (4 marks)

(i) System software that manages hardware and software and provides an interface between

the user and the hardware. (ii) Laptop: Windows 11 / macOS / Ubuntu; smartphone: Android /

iOS.

User
You – keyboard, mouse, touch, voice

Application software
Word, Chrome, games, WhatsApp

Operating system
Windows 11, macOS, Linux, Android, iOS

Hardware
CPU, RAM, storage, screen, printer

Model diagram: user → application → OS → hardware.

2. Put CLI, GUI, touch and voice in the order they became common, and give one example of

each. (4 marks)

CLI (MS-DOS) → GUI (Windows 11 / macOS) → touch (Android / iOS phones) → voice (Siri,

Google Assistant, Alexa, Copilot).

3. Name the OS type for each: (a) bank network spread across many cities working as one

system (b) ABS brakes (c) a school server with 40 student accounts (d) a laptop running Zoom

and Word together. (4 marks)

(a) Distributed (b) Real time (c) Multi user (d) Multi tasking.

4. Explain memory management and device management with one example each. (4 marks)

Memory management: the OS gives RAM to each open program and frees it when the program

closes (e.g. closing Chrome frees RAM). Device management: the OS controls I/O devices using

drivers (e.g. a printer driver lets you print from Word).
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5. A student’s old HDD laptop is slow and has one big C: drive. (i) Which utility can speed up

the HDD? (ii) Why would a D: partition help? (iii) Should the same utility be run on a new SSD?

Explain. (6 marks)

(i) Defragmentation (Defragment and Optimize Drives). (ii) Data kept on D: stays safe if C: is

formatted and Windows reinstalled; files are better organised. (iii) No – SSDs have no moving

parts; defragmenting wears them. Windows uses TRIM to optimise SSDs.

Before (fragmented HDD)

After defragmentation

A B A C B C A B C A B

A A A A A B B B B B C C C C

Defragmentation joins scattered pieces on an HDD.

6. Give three benefits of an operating system and explain why installing OS updates is

important. (5 marks)

Benefits: easy-to-use interface; shares CPU, memory and devices fairly; organises files; protects

data; runs many apps together (any three). Updates contain security patches that fix

weaknesses used by hackers and malware, plus bug fixes and new features.

Summary

The OS is system software that manages hardware and software and gives a user interface.

Layers: user → application software → OS → hardware.

Interfaces evolved: CLI (MS-DOS) → GUI (WIMP) → touch → voice/AI assistants.

OS types: single user, multi user, multi tasking, real time, distributed.

Functions: user interface + process, memory, file, device and security management.

Open source (Linux, Ubuntu) vs proprietary (Windows, macOS, iOS). Keep the OS updated for

security patches.

Partitioning splits a disk; formatting creates a file system (NTFS, FAT32, exFAT) and erases

data.

Defragment HDDs only; SSDs are optimised with TRIM.

MCQ answer key – 5.1

1. A – The OS is system software that manages the whole computer.

2. C – Ubuntu (Linux) code is free to see and change; the others are proprietary.

3. C – A Command Line Interface uses typed commands (MS-DOS).

4. A – WIMP = Windows, Icons, Menus, Pointer.

5. B – Speaking to the device is a voice interface.
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6. D – Air bags must open within milliseconds – real time.

7. C – Running several programs at the same time is multi tasking.

8. B – Distributed systems share work across many computers.

9. A – Process (CPU) management schedules programs on the CPU.

10. C – Device drivers connect the OS to hardware.

11. D – Passwords, permissions and firewalls protect data.

12. A – Partitioning creates separate sections with drive letters.

13. B – Formatting prepares the disk with a file system and erases it.

14. D – FAT32 has a 4 GB maximum file size.

15. B – SSDs are optimised with TRIM; defragmenting wears them out.
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5.2 Files and Folders: Drives, File Extensions and File

Management

Your computer may hold thousands of photos, notes and videos. The OS keeps them tidy using

a file system of drives, folders and files – just like a cupboard with shelves and boxes. In this

note you will learn about drives, folders, files and file extensions, file paths, how to create,

rename, copy, move and delete files and folders, the Recycle Bin and shortcuts, and how to

organise your documents in folders, including OneDrive and Google Drive cloud folders.

1. The file system

A file system is the method the OS uses to name, store, organise and find files on a storage

device. Common file systems: NTFS (Windows), FAT32 / exFAT (USB drives, memory cards), APFS

(macOS, iOS), ext4 (Linux, Android). You see the file system through a file manager: File Explorer

(Windows), Finder (macOS), Files (Android/iOS, Ubuntu).

💡 Think of a drive as a cupboard, a folder as a box inside it (a box can hold smaller boxes)

and a file as a book in a box.

2. Drives

A drive is a storage area shown with a letter in Windows. C: is usually the main drive where

Windows is installed. Others: D: (second partition or disk), E:/F: (USB flash drive, external disk,

memory card, DVD). A cloud drive such as OneDrive or Google Drive appears as a folder that is

saved on the internet.

3. Folders and the folder tree

A folder (directory) is a container that holds files and other folders (sub-folders). Folders inside

folders make a tree (hierarchy). The top of a drive is the root (C:\). Windows gives each user

ready-made folders: Desktop, Documents, Downloads, Pictures, Music, Videos.
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💻 This PC

💽 C: (Local Disk)

📁 Users

📁 Nimal

📁 Documents

📁 School

📁 ICT

📄 lesson5-notes.docx

📄 os-types.pptx

📁 Science

📁 Personal

📁 Pictures

🖼 trip-2026.jpg

💾 E: (USB drive)

☁ OneDrive

Path: C:\Users\Nimal\Documents\School\ICT\lesson5-notes.docx

A folder tree in File Explorer and the path of one file.

A path shows the exact address of a file, from the drive down through each folder, separated by a

backslash (\) in Windows:

C:\Users\Nimal\Documents\School\ICT\lesson5-notes.docx

macOS, Linux and web addresses use a forward slash (/), e.g. /home/nimal/Documents.

4. Files and file extensions

A file is a named collection of data saved on a storage device – a document, photo, song, video or

program. A file name has two parts: name . extension, e.g. report.docx. The extension tells the

OS the file type and which program opens it.

Extension File type Opens with (example)

.docx Word document Microsoft Word, Google Docs, LibreOffice Writer

.xlsx Spreadsheet Excel, Google Sheets

.pptx Presentation PowerPoint, Google Slides

.pdf Portable Document Format Edge, Chrome, Adobe Acrobat Reader

.txt Plain text Notepad

.jpg / .png Image / photo Photos app, Paint

.mp3 Audio / song Media Player, VLC
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.mp4 Video Media Player, VLC

.zip Compressed folder File Explorer (Extract all)

.html Web page Web browser

.exe Program (executable) in Windows Runs itself – be careful!

💡 Turn on View → Show → File name extensions in File Explorer. A trick file like

photo.jpg.exe is really a program, possibly a virus – never open .exe files from unknown

emails or WhatsApp messages.

File name rules (Windows): a name cannot contain \ / : * ? " < > |. Two files in the same folder

cannot have the same name and extension.

5. Working with files and folders

Create

New folder / file

Rename

F2 – new name

Copy

Ctrl+C → Ctrl+V (2 copies)

Move

Ctrl+X → Ctrl+V (1 copy)

Delete

Del → Recycle Bin

The five basic file and folder operations.

Task How (Windows 11 File Explorer) Shortcut key

Create a folder Right-click → New → Folder, type a name, Enter Ctrl+Shift+N

Rename Select → right-click → Rename (keep the extension!) F2

Copy Select → Copy → open new place → Paste. The original stays. Ctrl+C, Ctrl+V

Move Select → Cut → open new place → Paste, or drag to another folder on the

same drive.

Ctrl+X, Ctrl+V

Delete Select → Delete. It goes to the Recycle Bin. Del

Delete

permanently

Skips the Recycle Bin – cannot be restored easily Shift+Del

Select many Ctrl+click (some), Shift+click (a range), Ctrl+A (all) Ctrl+A

Search Type in the search box of File Explorer, e.g. *.pdf Ctrl+F /

Win+S

Copy vs move: after copy there are two copies (old place + new place). After move there is only

one – it is now in the new place.
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Recycle Bin

Deleted files from the hard disk wait here. You can

Restore them to their old place or Empty Recycle

Bin to remove them for good. ⚠ Files deleted

from a USB drive or with Shift+Del do not go to

the Recycle Bin.

Shortcut

A small link (icon with a curved arrow ↗) that

points to a file, folder or program somewhere

else. Deleting a shortcut does not delete the real

file. Create: right-click → Show more options →

Send to → Desktop (create shortcut).

Compressed (.zip) folder

Puts many files into one smaller file to send by

email. Right-click → Compress to ZIP file; open

with Extract all.

6. Organising your documents

Make a folder for each subject or project, with sub-folders:

Documents\School\Grade10\ICT\Lesson5.

Use clear, short names that tell what is inside: 2026-11-03-ict-lesson5-notes.docx, not new

doc (3).docx.

Put the date as YYYY-MM-DD at the start so files sort in date order. Use hyphens (-) instead

of spaces for web files.

Do not leave everything on the Desktop or in Downloads – move files to the right folder.

Keep a backup: a USB drive or a cloud folder.

Delete files you do not need and empty the Recycle Bin sometimes.

NEW 2026 Cloud folders: OneDrive (built into Windows 11) and Google Drive sync a folder on

your PC with the internet. A file saved there can be opened on your phone, shared with a

teacher by link, and is safe even if the laptop is lost. Status icons: ☁ = online only, ✔ = also on

this device. Your school Google account also gives Google Drive for assignments.

Key Words

File system – The method the OS uses to name,

store, organise and find files (NTFS, FAT32, exFAT).

Drive – A storage area shown with a letter, e.g. C:,

D:, E:.

Folder – A container (directory) that holds files and

sub-folders.

File – A named collection of data stored on a

storage device.

File extension – Letters after the dot in a file name

that show the file type, e.g. .docx.

Path – The full address of a file, e.g.

C:\Users\Nimal\Documents\notes.docx.

Root folder – The top level of a drive, e.g. C:\. Copy – Make a second copy in a new place; the

original stays.
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Move – Take a file from one place to another; only

one copy remains.

Recycle Bin – Place where deleted files wait and

can be restored.

Shortcut – A link that points to a file, folder or

program elsewhere.

Cloud storage – Saving files on internet servers,

e.g. OneDrive, Google Drive.

Sample Q&A

1. What is the difference between a file and a folder?

Answer: A file holds data (a document, photo, program). A folder is a container that holds files

and other folders.

2. In the path C:\Users\Kamal\Pictures\trip.jpg, name the drive, the file name, the extension

and the folder that holds the file.

Answer: Drive: C:, file name: trip, extension: .jpg (an image), folder: Pictures.

3. What is the difference between copy and move?

Answer: Copy leaves the original and makes a second copy in the new place (two copies). Move

takes the file to the new place (only one copy).

4. You deleted a file by mistake from the C: drive. How can you get it back?

Answer: Open the Recycle Bin, right-click the file and choose Restore. It returns to its old folder

(if it was not deleted with Shift+Del and the bin was not emptied).

5. Why is a file called invoice.pdf.exe dangerous?

Answer: Its real extension is .exe, so it is a program, not a PDF. It may be a virus pretending to

be a document.

6. Give three good habits for organising documents.

Answer: Use a folder for each subject with sub-folders; use clear names with the date (YYYY-

MM-DD); keep a backup on OneDrive/Google Drive or a USB drive; do not leave files on the

Desktop/Downloads.

MCQ

1. A container that holds files and other folders is a

A. file

B. folder

C. driver

D. extension
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2. In Windows, the drive where the OS is usually installed is

A. A:

B. Z:

C. E:

D. C:

3. Which extension is a spreadsheet?

A. .xlsx

B. .mp3

C. .docx

D. .pptx

4. Which file is a video?

A. photo.png

B. match.mp4

C. notes.txt

D. song.mp3

5. Which file is a program that runs by itself in Windows?

A. setup.exe

B. setup.pdf

C. setup.zip

D. setup.html

6. In C:\Users\Sara\Documents\cv.docx, which folder holds cv.docx?

A. C:

B. Sara

C. Documents

D. Users

7. After you copy a file to a USB drive, how many copies exist?

A. Two

B. None

C. Three

D. One

8. The keyboard shortcut to rename a selected file is

A. Alt+F4

B. F5

C. Ctrl+R

D. F2
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9. Ctrl+X followed by Ctrl+V will

A. copy the file

B. move the file

C. rename the file

D. delete the file permanently

10. Where can you restore a file deleted from the C: drive with the Delete key?

A. Recycle Bin

B. Control Panel

C. Task Manager

D. Downloads folder

11. Which key combination deletes a file without sending it to the Recycle Bin?

A. Ctrl+Z

B. Ctrl+Del

C. Shift+Del

D. Alt+Del

12. If you delete a desktop shortcut to a game, what happens to the game?

A. The game is renamed

B. The game is deleted

C. Nothing – the game stays installed

D. The game moves to the Recycle Bin

13. Which is the best file name for organising school work?

A. new document (2).docx

B. 2026-11-03-ict-lesson5-notes.docx

C. aaaa.docx

D. final final NEW.docx

14. Which character is NOT allowed in a Windows file name?

A. -

B. (

C. _

D. ?

15. OneDrive and Google Drive are examples of

A. file extensions

B. device drivers

C. cloud storage

D. partitions
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Structured Questions

1. Look at the folder tree.

(i) Write the full path of os-types.pptx. (2 marks)

(ii) Name the root of the drive and one sub-folder of Documents. (2 marks) (4 marks)

(i) C:\Users\Nimal\Documents\School\ICT\os-types.pptx (ii) Root: C:\ ; sub-folder of Documents:

School (or Personal).

💻 This PC

💽 C: (Local Disk)

📁 Users

📁 Nimal

📁 Documents

📁 School

📁 ICT

📄 lesson5-notes.docx

📄 os-types.pptx

📁 Science

📁 Personal

📁 Pictures

🖼 trip-2026.jpg

💾 E: (USB drive)

☁ OneDrive

Path: C:\Users\Nimal\Documents\School\ICT\lesson5-notes.docx

Folder tree used in the question.

2. Write the file type of: (a) budget.xlsx (b) poster.png (c) talk.pptx (d) song.mp3 (e) site.html

(f) backup.zip. (6 marks)

(a) spreadsheet (b) image (c) presentation (d) audio (e) web page (f) compressed folder.

3. Explain the steps to (i) create a folder called ICT in Documents and (ii) move report.docx

from the Desktop into it. (4 marks)

(i) Open File Explorer → Documents → right-click → New → Folder → type ICT → Enter. (ii) Select

report.docx on the Desktop → Ctrl+X (Cut) → open Documents\ICT → Ctrl+V (Paste).

© 2026 schoolict.net (Ruwan Mangala Suraweera) Grade 10 ICT · Lesson 5

© 2026 schoolict.net (Ruwan Mangala Suraweera) · All rights reserved Page 20 / 22



4. A student deleted a file from a pen drive and from the C: drive. Only one could be found in

the Recycle Bin. Which one and why? (3 marks)

The one from the C: drive. Files deleted from removable drives (pen drives, memory cards) are

deleted permanently and do not go to the Recycle Bin.

5. What is a shortcut? How is it different from copying the file to the Desktop? (3 marks)

A shortcut is a small link (curved-arrow icon) that points to the real file. Copying makes a full

second file; deleting a shortcut does not delete the real file and it uses almost no space.

6. Design a folder structure for a Grade 10 student’s school files and give two advantages of

saving it in OneDrive or Google Drive. (5 marks)

Documents\School\Grade10\ (ICT, Maths, Science, English…) with sub-folders per lesson, e.g.

ICT\Lesson5. Advantages: files are backed up if the PC is lost or damaged; can open from any

device; can share by link with teachers/classmates.

Summary

The file system organises data as drives → folders → files (NTFS, FAT32, exFAT, APFS).

Drives have letters: C: (system), D:, E: (USB). Cloud drives: OneDrive, Google Drive.

Folders hold files and sub-folders, making a tree. The top is the root (C:\).

A path gives a file’s full address: C:\Users\Name\Documents\file.docx.

The extension shows the file type: .docx .xlsx .pptx .pdf .jpg .png .mp3 .mp4 .zip .exe .txt

.html.

Create (Ctrl+Shift+N), rename (F2), copy (Ctrl+C/V), move (Ctrl+X/V), delete (Del).

Deleted files go to the Recycle Bin (not from USB or with Shift+Del). Deleting a shortcut keeps

the real file.

Organise: subject folders, clear dated names, no clutter on the Desktop, backup to the cloud.

MCQ answer key – 5.2

1. B – Folders (directories) hold files and sub-folders.

2. D – C: is the main system drive.

3. A – .xlsx is an Excel spreadsheet.

4. B – .mp4 is video; .mp3 is audio only.

5. A – .exe files are executable programs.

6. C – The last folder before the file name holds it.

7. A – Copy keeps the original and makes one more.

8. D – F2 renames in File Explorer.

9. B – Cut + Paste = move.

10. A – Deleted files go to the Recycle Bin first.

11. C – Shift+Del deletes permanently.
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12. C – A shortcut is only a link to the real program.

13. B – Clear name with the date in YYYY-MM-DD sorts well.

14. D – \ / : * ? " < > | are not allowed.

15. C – They store files on internet servers and sync them.
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