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Note :

There are two sections in this paper namely,
section A and Section B. All questions in Section
A are compulsory. From Section B, answer any
three questions.

SECTION A

1. Answer the following objective type questions by
selecting one best choice from the given choices.
Each question carries 2 marks. 10x2=20

(a)

(b)
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The Page Setup can be used to set
@) Margins

(i) Page Layout

(iii)  Both (i) and (i)

(iv)  None of the above

In order to change the size of Recycle Bin

1) Double Click, Select Properties
(i) Right Click, Select Settings
(iii)  Right Click, Select Properties
(iv)  Left Click, Select Change Size
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(c)

(d)

(e)

®
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To add extra spare to the inside margins so
that the text is not hidden by the binding,

@)

(iv)

should be used.

Gutter margins

(i1) Mirror margins
(iii) Document margins
(iv)  All of the above
is an invalid operator for
comparison.
1) <
G >
i) =
iv) ><
The view best suited for ordinary editing and
text entry is
@) Normal view
(ii) Outline view
(ili)  Master view
(iv)  Page Layout view
The Alt + F4 key is used to
@{) close an active application window
(ii) save an active application
(iii))  exit MS-Word

None of the above
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() SQL stands for
1) Strict Query Language
(i) Structured Query Language
(ili)  Standard Query Loader
(iv)  Specific Query Loader

(h) command prepares a disk to
hold information.

1) Disk Copy

(i1) Format

(iii)  Prepare Disk
(iv)  All of the above

(i) By , it is possible to have different
Headers and Footers in a single document.
@) dividing the document into paragraphs
(ii) dividing the document into sections
(iii)  dividing the document into columns
(iv) ' None of the above

() Pressing_____ quickly inserts a page break.
()] Alt + Enter
(ii)  Ctrl + Enter
(iii)  Enter
Giv) Ctrl +F1
2. Explain any five features of MS-Word. 10

3. Explain any five features of MS-Excel. 10
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SECTION B

Note : Answer any three questions from the following.

4. (a) Explain any two views of MS-PowerPoint. 10

(b) What are Custom Controls in MS-Excel ?
How are they used ? 10

5. What is meant by MailMerge ? What are its
advantages ? 20

6. Explain different types of charts available in
MS-Excel. How are they created ? 20

7. Explain the process of creating a table of 10 rows
and 10 columns. How can you split the 10th

column further ? 20

CIC-05 : 4



.32 . t.-05
aféfhere 37 wregfem (t.omg.#t.)
| qften
e, 2014
. o1rs 1. -05 : HTEHIATEE AHNTRE
a2 g2 S7ferbaT 3% : 100 -

Te: @IFAFTFYITE STF IR GTG | YT F
& gyt yv7 srfAard 8 | 971 @ 7 @ 8T v v
& I T |

AWM &

1. feu 7o fawedi 4 = wod wE faseq &1 ==
+@ gu fefafea s s # sw e |
YA TH & 3T 3 & | 10x2=20
(%) ¥ Ye-379 (Y53 SIEAT) HI A

AR (V) F 5 forw & s apan 2 |
G wEA
(i) U9 Q-
i) ) 3N Gii)
(iv) I o | HI TE
(@) Ousfea @ &1 IR TR & fag
sk 2
() 9o faees, faeee modls
Gi) g foas, famiee afdm
Gii) Tse T, e Nudis
(Gv) R foees, e 959 agw

CIC-05 5 P.T.O.



()

()

(=)

CIC-05

TR ¥ ¥re 5y 7 WU swd forw fad
i # fdf wm Sied % for
_ 1y o S =R |

G) e wifsH

Gi) T ol

(iii) @ miiT

(iv) 39§ asft

o % fow _ s s
(MRA) & |

1) <

G >

(iii) =

(iv) ><

TR Tfefen o e TRt (W wfafse) %
fore watem wgfed = 2

() A

(i) oNTSTeATET o

(i) AR =

(iv) ﬁtﬂé-amza{\

Alt + F4 St &1 52T % fore feman
TR |

() afsha TR faet *l 5 =

(i) Wi ST H T A

(iii) MS-Word & sTat e

(iv) 3T A & 15 A

6



(®) SQLA fimm 3
() w3 das
(i) TS T dAad
(iii) WS FA0 A
(iv) Sffes =0 st
@) gEHgRm @I R wHmE
fors FR F R
() e ot
(i) B
Gii) foer fe=
Gv) 3Iugh oft |
(W) THA To@ ¥ F-Ie g A FH gr
foreT < ghaT B |
() o geaal | fawfoa
Gi) YOG ! W e
(iii) TG B FHiem 7 fania
(iv) ST ® & HIE T
(W) __ Gt B I R A TSR H
yise sfisrar @ & 9t
(i) Alt + Enter
(ii) Ctrl + Enter
(ii1) Enter
(iv) Ctrl +F1

2. MS-Word @ Tl dim faumarent i =amen

Hif | 10
3. MS-Excel 91 gl ufa fauiwared it samen
Hifsg | 10

CIC-05 7 P.T.O.



IO
qig ; Fefenaa & @ el fiT 3o & s g |
4. (%) MS-PowerPoint % fdl Q = (views) HI

e i | 10
(@) MS-Excel % HH Hid F1 § ? 761 T4
0 fopr SIran @ 2 10

5. UA-AS ¥ Y AT YA § 230 R AT § ? 20

6. MS-Excel § 39eiey fafie yer & =mel it =3
HIRT | 78 F giva fopan S @ 2 20

7. 10 URRAl 3R 10 HicH! arel) arfist IR FH H
gisean &t =are HINT | 3 109 Hiaw B 3

O il s g § 2 2

CIC-05 8 500



	Page 1
	Page 2
	Page 3
	Page 4
	Page 5
	Page 6
	Page 7
	Page 8

