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Note : There are two sections, 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 1 to 10 are multiple choice

questions. Indicate the correct choice in answer

sheet.

1. is used to send the same letter to many 2

people, without typing the original letter more

than once.
(a) Table (b)
(¢) Mail Merge (d)

2. From a list box,
(a) only one (b)
(¢) more than one (d)

3. In File Manager, you can
(a) Rename a file (b)
() Both (a) and (b) (d)
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Page Layout
All of the above

items are. selected. 2
two

None of the above

Rename a directory
None of the above

P.T.O.



A disk is used only after it.
(a) Formatting (b) Cleaning
() Scanning (d) None of the above

Print Preview is used to

(a) Save the document

(b)  Print the document

(c) View how the document will appear when
printed |

(d) Copy the document

You can use styles to

(a) Format your documents
(b) Save the document

(c¢) Copy the document

(d) None of the above

LOWER (“Ravi”) will return _
(@) RAVI (b) rAVI
(c) ravi (d) None of the above

Formula in MS-Excel can be edited by pressing
(a) F9 (b)y F2
(c) CTRL+A (d) F3

Following is the power point view (s)
(a) Slide sorter (b) Hand outs
(¢) Normal (d) All of the above
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10. To pause a printer, is used. 2
(a) Print Preview
(b) Print Manager
(c) Stop Print Command
(d) None of the above

11. Write any 5 advantages of MS-Excel over other 10
spread sheet packages.

12. Explain the utilities of File Manager. 10
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SECTION - B

Note : Answer any three questions from the following :

13. (a)
(b)
14. (a)
(b)

What is Paintbrush ? Explain the use of
Paintbrush.

What is text formatting ? Explain the
paragraph style.

What is Header and Footer ? Explain how
Header and Footer are set in a word
document.

What is Mail Merge ? Explain advantages
of Mail Merge.

15. What is business graphics? Explain various types

of business graphics.

16. (a)
(b)
CIC-05

What is a work sheet ? Explain basic
properties of Formula.

Explain use of following functions in
MS-Excel with example :

() LEN (text) (i) RAND ()
(i) UPPER (text) (iv) NOW ()
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10.

11.

12,

LOWER (“Ravi”) _____ wfem= s 2

(a) RAVI (b) rAVI

(c) ravi (d) I9g= d HIE TE
MS-Excel & wHw TEr HEIfed B 2
e ¥ |

(a) F9 (b) F2

(c) CTRL+A (d F3

Frefeafea TR @z g 1 2
(a) TGS WX (b) U aMBeH

(c) wHm= (d) o= gt

froex =t fasm 3 & fo ygw fvar 2
SR |

(@) FrRgEg@m (b)) e yEm
(c) Stop fme s (d) 3w # A T

A fa&qa U5 &1 O § MS-Excel & ®E 5819 10
AT |

dfaeht yeys &t YT aqEw| 10
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AT - @

iz ; frafafea § 9 fapgt @71 SR e -

13.

14.

15.

16.

(a) Oy F¥? Jue gU &k WA TARY |
(b) TSN WEfET F T ? TTw et w1 faaw
HIfT

(a) AferRt 3R wifee N R ? 9ARY, 9w d
Tt o wifeem 8 de frg 9 @2

(b) e foer a2 s foert 3 o s

9T WiERy &/ 82 A Wieaw & fafim
YIEY 94180 |

(a) T FMR? WA F q@ TR Faw
(b) ISRV Wied TH.TH. THAW (MS-Excel) ¥
Frefafeaa s @l & 33 sqaEy
() LEN (Wigai®)
() RAND ()
(i) UPPER (WIaie)
(iv) NOW ()
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