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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) In MS-Word, document can be 

(i) left justified 
(ii) right justified 
(iii) both (i) and (ii) 
(iv) None of the above 

(b) To save a document 	is used. 

(i) 	Ctrl + V 
Ctrl + S 
Ctrl + C 

(iv) None of the above 
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(c) Find and replace is in 
(i) File menu 
(ii) Edit menu 
(iii) Format menu 
(iv) None of the above 

(d) PowerPoint is used for 
(i) creating presentation 
(ii) creating game 
(iii) creating document 
(iv) None of the above 

(e) 	In MS-Excel INT(6.2) will return 
(i) 6 

(ii) 6.2 
(iii) 5 
(iv) 7 

(f) For undoing the modifications made in a 
document, 	is used. 
(i) Ctrl + C 
(ii) Ctrl + Y 
(iii) Ctrl + Z 
(iv) Ctrl + X 

	

(g) A checkbox enables 	option(s) to 
be selected. 
(i) only one 
(ii) only two 
(iii) less than three 
(iv) None of the above 
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(h) By using 	, you can send the same 
letter to a number of people without typing 
the original letter more than once. 

(i) File Manager 

(ii) Print Manager 

(iii) Mail Merge 

(iv) Windows 

(i) To start help 	is used. 

(i) Fl 

(ii) F2 

(iii) F10 

(iv) None of the above 

(j) Which of the following is not a tool in 
Paintbrush ? 

(1) 	Box 

(ii) Line 

(iii) Circle 

(iv) None of the above 

2. Explain the different PowerPoint views. 	10 

3. Explain the basic mouse techniques for working 
in Windows. 	 10 

CIC-05 
	

3 	 P.T.O. 



SECTION B 

Note : Answer any three questions from the following. 

4. (a) Explain how a table is created in MS-Word. 
How can you add a column in a table ? 	10 

(b) What is text formatting ? Explain how font 
type and font size are changed in MS-Word. 10 

5. (a) Explain how a directory is created in 
Windows. Also, explain how you will search 
a file or directory. 	 10 

(b) Briefly explain any four accessories available 
in Windows. 	 10 

6. What is Mail Merge ? Explain how it is 
implemented in MS-Word. 	 20 

7. (a) Explain how custom controls are used in 
MS-Excel. 	 10 

(b) Explain how special characters are inserted 
(typed) in a MS-Word document. 	 10 
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1. 3R-Al -P4R 	-ftwFil 	Tr-44 Tre 
cbt . -ER P+- 	imago eRsfAs 31WR * 3r4 

ZWK 	I 'SAW 3TF* 2 a* t I 	10x2=20 

() MS-Word A -5ra-gr 	 RAI w 

tichoi t 
(i) ATI 3111 (left justified) 

(ii) 411 3i1 (right justified) 

(i) 3 	(ii) 	 

(iv) 2criffi 414 	.Tef 

(ta)  	ttiOci (save) 	fC,R 	 
	 RAI 	i WffT t I 

(i) Ctrl + V 
Ctrl + S 
Ctrl + C 

(iv) ZEriffi 
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(TI) th-ri atiK ThATr 	 I 
(i) 	4-et 

115TK4Z 

(iv) 374-ffi 	Q-4 -Tel 

(V)  	51ei 1 1 	  RAH 7MT t I 
(i) 717ft aqik ctA 

(ii) t;cei ( ) atm ti,t*I-zik, 

(iii) me)t.4V-4T4* 	 

(iv) TrziW 	-wW 
MS-Excel 4 INT(6.2) 	ITTterITTT ? 
(i) 6 

(ii) 6.2 
(iii) 5 
(iv) 7 

(V) 3rki 4 	4711v91/Ertt44 -41 	(undo) 
cbt 	 mti)Ai 	\31111 t 
(i) Ctrl + C 
(ii) Ctrl + Y 
(iii) Ctrl + Z 
(iv) Ctrl + X 

, cbciTetti   14 	ct4 T4T/14 
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(i) sari 
(ii) 4cici 

(iii) w4 
(iv) .3741w 4 14 ct 	R-ef 
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4. (W) MS-Word 4 Tfe-*1 (Table) t-4 	 Wer 
? P:frNR I WedWf 4 aTrz 4)1.041 

A§ tier) 	? 	 10 

(m) 	itaQii WIT t? MS-Word 4 tb-iz 
whit a* tbjz 	3.7T-CK *14 eticcs 7T4 — IR! 
*rr4 I 	 10 

5. () f4-17 4 sii 	 *-4 	tilt *I.  Aid) 	— 
0041(9041 *1i* 7M lit ttim 	fWO 71T 
sitactd4 	3TPTU 	( 	ch11) I 	10 

(m) -1417 4 34(10t1 i41 AR Accessories *1 
TWEr 4 oqiistil tri* i 	 10 

6. c 14 WIT ? MS-Word 4 T4 *4 chiti i Iii 

q-r-drt—Tcrz**1 	 20 

7. () MS-Excel grt-dii *tal WI" 	 
WaT 	cAN‘ I 	 10 

(6) MS-Word mc.)(si 4 I 	I I Characters 	 slrl  
(divi 14)Q 	— PT! ti* I 	 10 
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