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December, 2011 

CIC-05 : MICROSOFT OFFICE 
Time : 2 hours 	 Maximum Marks : 100 

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

SECTION - A 
Note : Questions numbered I to 10 are multiple choice 

questions. Indicate the correct choice in answer 
sheet. 

1. A check box enables 	 options to be 	2 
selected at a time. 

(a) only one 	(b) only two 
(c) multiple options 	(d) none of the above 

2. To copy a file from disk,  	 2 
(a) Use Copy Command 
(b) Use DIR Command 
(c) Use Autocopy Command 
(d) None of the above 
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3. 	To close an active application window or to quit 	2 
an application, 	 is used. 
(a) ALT + F4 
(b) CTRL + F4 
(c) F2 
(d) None of the above 

4. In MS-Word, document can be  	2 
(a) left justified 
(b) right justified 
(c) both (a) and (b) 
(d) none of the above 

5. Toolbar in MS-Word 	 2 
(a) provides a shortcut way of accessing 

commands 
(b) allow current time to be displayed 
(c) allow to close a document 
(d) none of the above 

6. 	In a worksheet, 	, can be created. 	2 
(a) Pie chart 	(b) Bar chart 
(c) Both (a) and (b) (d) None of the above 

7. 	PowerPoint is used for 	 2 
(a) creating presentation 
(b) creating games 
(c) creating documents 
(d) none of the above 
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8. 	In MS-Excel, INT (6.2) will return  	2 

(a) 	6 
	

(b) 5 

(c) 	6.2 
	

(d) 	6.3 

9. 	For undoing the modifications made to a 	2 
document 	is used. 

(a) CTRL + Y 
	

(b) CTRL +Z 

(c) CTRL + X 
	

(d) None of the above 

10. File Manager is used for 	 2 

(a) running program 

(b) managing files 

(c) managing printer 

(d) managing window 

11. Explain different types of charts available in 10 
MS-Excel. 

12. Explain header and footer in MS-Word. 	 10 
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SECTION - B 

Note : 	Answer any three questions from the 
following : 

13. (a) Explain how Page Margins are set in 10 
MS-Word ? 

(b) Explain how a table of 5 rows and 10 10 
columns can be created in MS-Word ? 

14. (a) Explain how data can be searched in a 10 
MS-Excel sheet. 

(b) Explain the use of following functions in 10 
MS-Excel with example : 

(i) SQRT (number) 

(ii) EVEN (number) 

15. (a) What is a presentation ? How to make an 10 
effective presentation ? 

(b) What is a Presentation Template ? Explain 10 
advantages of using Presentation Template. 

16. What is Mail Merge ? Explain advantages of Mail 20 
Merge. 
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3. 	TifWzi 31TF 7T fdat     Trf 31-1514:01 	2 

fclL 	 Trzsefft ftzIT uildl t I 

(a) ALT + F4 
	

(b) CTRL + F4 

(c) F2 
	

(d) -T:PAwr 	•61 

4. MS-Word if 314c' 75 ?WM 	 t : 
	 2 

(a) 	1I 	 dtAircich 	(b) 	- fwr 3-tlf -m- 

(c) c)4 	 (a) 3* (b) 	(d) 3971W1 14 "4" 

5. MS-Word 14  	: 	 2 

(a) 3#471# .wn-ft 	- ET:Trrf 	t 
(b) 3TVI -ft7 \-11-4 -qTaT -441:119. 	timdi t 

(c) Tr—au ti'q 	3T-TR-fd 	 t 

(d) 374*i 	-A I 

6. 	chi 4 oh -14 	kicbdi t 
	

2 

(a)  	(b) 

(c) 	X1111 (a) 3t  (b) 	(d) 3 	i .0t 

7. 	gig( -1 -r-4a 	 c fM 	 31 4i1 ftzfr zficil t I 	2 

(a) -Rgrff TA49 . 	(b)  

(c) 3AU 	4 (d) 31:cf 
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8. MS-Excel INT (6.2)   	4 if 
	2 

(a) 	6 	 (b) 5 

(c) 	6.2 	 (d) 	6.3 

9. 31-4.4ff rchl TR ,44.4i.  aTp mta frw, 
	

2 

fwzrr Aloft 

(a) CTRL + Y 	(b) CTRL + Z 

(c) CTRL + X 	(d)  

10. Tifwr 	 3FOT rch4it 	 t I 	2 

(a) tilt WTI-kV 	(b) ltrqW 

(c) 	trzrET 	(d) flat "51-4t1-9.  

11. MS-Excel .4 	 -SWR W-d-r$7 I 	10 

12. MS-Word 	i-kictli 3 I 	 10 
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3TTITT1T -13f 

-t?e : Pii-IICilioci # 4 ft-4' RIT w f dry q71-4 	 1 

13. (a) Glol* MS-Word 14 7a I:19.  Uf e., ftzIT 10 

'halt? 

(b) cicil, MS-Word 145 tir-WR4 *10 *-fUllI 	10 

cfiroaii t-4 v- 9. - 1-  717Wd1 t? 

14. (a) cic-I, MS-Excel 471ch 4 31W3T t-4 *311 w 10 

.-icnc-il t? 

(b) dqltuf Tif0 MS-Excel -4 Pi 4'i ro 	rtg i -wr 5141 , 1 10 

A.-ffrq7 1 

(i) SQRT (14U(T) 

(ii) EVEN (TI) 

15. (a) 317* TIT t ? 3fITT-d71T-4*•519th' kt4 -ill? 	10 

(b) TrRifff b=1:(Z ITT t ? 3f is 	c 7 10 

7114q-d771 

16. Tff- 1 fd-d7 (4-4-ii t ? TIM-*1 fd-07:1* T9.1' NffIR I 	20 
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