01894

No. of Printed Pages : 8 CIC-05

Time

CERTIFICATE IN COMPUTING (CIC)

Term-End Examination

June, 2013

CIC-05 : MICROSOFT OFFICE

: 2 hours Maximum Marks : 100

Note

. There are two sections in this question paper, namely

Section - A and Section - B. All questions in
Section - A are compulsory. For Section - B,

any three questions need to be answered.

Note :

SECTION-A
Question numbered 1 to 10 are multiple choice
questions. Indicate the correct choice in
answer sheet. 10x2=20

You cannot close MS-Word application by
(a) File menu—Exit Submenu

(b) Press Alt + F4

(c)  Click ‘X’ Button on Title Bar

(d) File Menu—Close submenu

Which of the following is not available in the Ruler
of MS-Word screen ?

(a) Tabstop Box  (b) Left Indent

(c) Right Indent (d)  All of the above
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3.  In MS-Word, Borders can be applied to

(a) Paragraphs (b) Cells
(c) Text (d)  All of the above

4. In MS - Word, if you want to keep track of
different editions of a document which features
will you use ?

(a) Editions (b)  Versions

(¢) Track Change (d) All of the above

5. Which of the following is not a transition effect in
MS-PowerPoint ?
(a)  Blink Diagonal
(b)  Dissolve
¢) Fade through Black

(
(d)  Blinds vertical

6. A file which contains ready-made style that can
be used for a presentation is called

(a) Auto Wizard  (b) Template
(¢)  Auto Style (d)  Pre - formatted. ppt

7. To insert a new slide in the current presentation,

we can choose :
(a) Ctrl+M (b) Ctrl+N
() Ctrl+O (d) Ctrl+F
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10.

11.

12,

What is the name of the form used to input chart
values in MS-PowerPoint ?

(a) Datasheet (b) Spreadsheet
(c) MS - Excel (d) Autoform

How can you update the values of formula cells,
if Auto calculate made of Excel is disabled ?

@ F8 () F9 () Fl0 (d) Fil

Which of the following option is not available in
Paste Special Dialog Box ?

(a) Add (b) Subtract

(c) Divide (d) SQRT

What is meant by Animation ? Explain any three
different kind of animation effects applied on the
text box in MS - PowerPoint.

Differentiate between Save and Save As option
in MS - Office tools.

15
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SECTION-B
Note : Answer any three questions from the
following :

13.  Explain the various fill options in MS - Excel with

an example for each.

14.  Explain the various ways for formatting a
paragraph in MS-Word.

15. Explain the view options of MS-PowerPoint
presentation. Along with the significance of each

view option.
16. How can a word document be created with two

columns of text ? Also, mention the way of

changing column width and spacing,
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1. 3178 . H1.-05
aféfthehe g9 wrgfen (HLamgHn. )

AT g
H, 2013
HLIMEHT.-05 : HIhHIETIE R
oY : 2 HUS Hferwas 31 : 100

T : FHTFHITF S AJYTFH ARG & I F & Gl
v 3ifard &1 gy @ @ (et i gl @ St

giforg |
YT - &
Fg: 9 1 9 10 9% Sgfdehed Y &1 I TAE H Hel
fope sifed 1 Lea=2y
1. & ¥ MS-Word 98 &l & T ¢ |

(a) File menu—Exit Submenu
(b)  Press Alt + F4

(¢) Click X" Button on Title Bar
(d) File Menu—Close submenu

—

2. fr=fafaa & $7 MS-Word & ®eR W 39eed T
27
(a) Tab stop Box (b) Left Indent
(c) Right Indent (d) g =4l
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MS - Word #H % fou ardy ggE
o < Hhd E

(a) TRl (b)  wIfegaTa

(c) TS (d) 39dEa |t
MS-Word | Afg 2119 werm & fie-fusr demn o
gfte v =med €, 21y e aemil &1y i ?

(a) HERLUT (Editions)

(b) Y=Y (Versions)

(c) 9 9REdT (Track change)

(d) TEF Hefr

frafafEd § M MS-PowerPoint § THHT EEIE
e ?

(a) fad= fem femmn

(b) foei g

(c)  RTET & & &

(d) et foar &

et fored o eft 2 3, F8 gt % ferg
TgF fohar ST wea g, FEAT 2 |

(a) el fowie

(b) eFEE

(c) ATd wrEd (Tord: )

(d) W wGEE, ppt (76 HEi)
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10.

11.

12.

FAH TEqd | 3 wge ffawe ® & fo g F7
g ©

(a) Ctrl+M (b) Ctrl+N

(c) Ctrl+O (d) Ctrl+F

MS - PowerPoint T =8 71 fem #H & fou PREN]
&Y T 1 AH § ?

(a) Swg wE  (b) oG T

(c) MS - Excel (d) eArerEH

1T e g % W ST FH H R
Ife TR 1 @a: IR fau erEHe 8 T €7
(a) F8 (b) F9 () FI10 (d) Fil
fretfafad § T wifere e e | S foshed
9T e § 7

(a) S (Add) (b) ¥ (Subtract)

(c) WMT (Divide) (d) SQRT

TS &1 R S € 2 MS - PowerPoint W 9@ 15
SR T g U g o Rl e fue-fae
yyrEi 1 fae=q Fifeg

MS - Office T00 H Save 3 Save As option & &1 5
AT TRy |
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FAUTT-T

Tie: frafafed & @ fo=l @ wei &1 3w S

13.

14.

15.

16.

MS - Excel H faf\t Fill fasredi &1 weds &1 tsh-Us
Ie1EL0] Higd, fag=q wifau |

MS - Word ® =8 =1 & fou fafus aiel &
ST ST |

MS - PowerPoint ¥&fd & view (Z¥9) fameq =
o= =ifsu | WY 8 Y view faFeq 1 7ee ot
EniEed

WIS % T HIAH H TS Yol Y ger fwAr o
Gehdl € 7 e 1 =eE R Haue aiadd # &
itk T o Ieord HIfT |
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