
Some Important Questions with Answer in PC Package BCA Semester – I 

Q. What is Indentation? What are the different types of Indentation? 

Ans:- In word processing, the word indent is used to describe the distance, or number of blank spaces used 

to separate a paragraph from the left or right margins. 

There are Three different types of indentation:- Left, Right, and Special. 

Steps:- 

Select the Paragraph or click inside the paragraph text. 

Click on Home Tab >> Click on Paragraph Setting. On clicking it, following window will appear:- 

 

 

Specify Indentation for Left or Right or Special as needed to the current paragraph. 

Click OK to finish the Task. 

Q. Write Short Notes on following:- 

(a) Disk Defragmentation (b) Windows Explorer (c) Address Bar and Status Bar 

(d) Themes (e) File Manager (f) Browser (g) Scandisk (h) Control Panel 

Ans:-  

(a) Disk Defragmentation:- Microsoft Drive Optimizer (formerly known Disk Defragmenter) is a utility 

in Microsoft Windows designed to increase data access speed by rearranging files stored on a disk 

to occupy contiguous storage locations, a technique called defragmentation. 

When a program saves a file on a disk, it puts the file into an empty space on the disk. ... Disk 

defragmentation takes all the pieces of each file, and stores them in one place. It also makes sure 

programs are each in one place, and that unused space on the hard disk is all together. 

Step:- Click Start>>Windows Administrative Tools>> Defragment and Optimize Drives 

Select the Drives and Click Optimize button. It will take some time. Screen looks as:- 



 

  
 

(b)Windows Explorer:- Windows Explorer is the file manager used by Windows 95 and later 

versions. It allows users to manage files, folders and network connections, as well as search for files 

and related components. Windows Explorer has also grown to support new features unrelated to 

file management such as playing audio and videos and launching programs, etc. The desktop and 

the taskbar also form part of Windows Explorer. The look, feel and functionalities of Windows 

Explorer have been enhanced with each version of Windows. 

Short Cut Key:- <WIN>+E 

It looks like:- 

 
(c) Address Bar and Status Bar:- The term address bar refers to the text field in a web browser that 

identifies the user's location on the web and allows them to access different websites. It looks on 

top of the explorer as displaying:  google.co.in here--- 



 

A status bar is a graphical control element which poses an information area typically found at the 

window's bottom. Here sample shown in the following picture: at bottom showing 74 items 1 item 

selected. 



 

 

To display Address Bar or Status Bar on Windows Explorer, please follow the steps below. 

1. Start Windows Explorer. 

2. Click View. 

3. To display Status Bar, click Status Bar. To display Address Bar, point to Toolbars and click Address 

Bar. It looks as:- 



 

(d) Themes:- In computing, a theme is a preset package containing graphical appearance details. A 

theme usually comprises a set of shapes and colors for the graphical control elements, the window 

decoration and the window. Themes are used to customize the look and feel of a piece of computer 

software or of an operating system. 

(e) File Manager:- A file manager or file browser is a computer program that provides a user interface 

to manage files and folders. The most common operations performed on files or groups of files 

include creating, opening (e.g. viewing, playing, editing or printing), renaming, moving or copying, 

deleting and searching for files, as well as modifying file attributes, properties and file permissions. 

Folders and files may be displayed in a hierarchical tree based on their directory structure. Some 

file managers contain features inspired by web browsers, including forward and back navigational 

buttons. 

(f) Browser:- a computer program used for accessing sites or information on a network (such as the 

World Wide Web).  

A web browser, or simply "browser," is an application used to access and view websites. Common 

web browsers include Microsoft Internet Explorer, Google Chrome, Mozilla Firefox, and Apple 

Safari. ... For example, Ajax enables a browser to dynamically update information on a webpage 

without the need to reload the page. 

(g) Scandisk:- This is utility command which is used to check errors from a disk of a computer. ScanDisk 

is a DOS utility application used to check and correct errors on hard and floppy disks. It was first 

shipped in DOS 6.2 and was included with Windows 95, 98 and ME. The utility scans disk surfaces 

for defects and marks those sections to prevent the rewriting of data and data loss. ScanDisk saves 

recovered lost clusters as .chk files.  

However, ScanDisk cannot check NTFS disk drives, and therefore it is unavailable for computers 

that may be running NT based (including Windows 2000, Windows XP, etc.) versions of Windows; 

for the purpose, a newer CHKDSK is provided instead. 



(h) Control Panel:- The Control Panel is a component of Microsoft Windows that provides the ability to 

view and change system settings. It consists of a set of applets that include adding or removing 

hardware and software, controlling user accounts, changing accessibility options, and accessing 

networking settings. Additional applets are provided by third parties, such as audio and video 

drivers, VPN tools, input devices, and networking tools. 

 

 

 

 

 


