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CERTIFICATE IN COMPUTING (CIC)
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"(\7] Term-End Examination
) December, 2010
CIC-05 : MICROSOFT OFFICE
Time : 2 hours Maximum Marks : 100

Note : There will be two sections, namely, Section - A and
Section - B. All questions in Section - A are
compulsory. From Section - B, any three questions
need to be answered.

SECTION - A

Note : Questions nubered 1 to 10 are multiple choice questions.
' Indicate the correct choice in answer sheet.

1. A drop - down list box appears initially as a 2
containing the current selection.
(a) rectangular box (b) circle
(c) quadrilateral (d) none of the above
2. A check box enables options to be selected 2
at a time.
(a) one only (b) two only
(c) three only (d) none of the above
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3. prepares the disk for use with the computer 2

and deletes any previous information stored on
it.

(a) Labelling (b) Formatting
(c) Both (a) and (b) (d) None of the above
4. To copy a disk, . 2

(@) Run AUTOEXEC. BAT
(b)  Use Copy Disk Command

(c) Use only DIR command
(d) Al of the above

5. The tool bar in MS - Word . 2

(@) provides a shortcut way of accessing
commands.

(b) allows the current time to be displayed.

(¢) help in displaying the position of insertion
point.

(d) allows you to move around in a document.

6.  Print Preview is used to . 2
(a) save the document
(b) print the document

(c) view how the document will appear when
printed

(d) copy the document
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10.

11.

12.

You can use styles to

(@) format your documents
(b) save changes to documents

(c) delete text in documents

(d) make copies of documents

By using , you can send the same letter to a

number of people without typing the original
letter more than once.

(@) Mail merge

(b) MS - DOS only
(c) WINDOWS only
(d) All of the above

Each work book can contain worksheets
by default.

(@) 10 () 12

() 14 (@ 16

There are rows and _____ columns.

(a) 16384,256 () 500,1000

(c) 1500,2000 (d) None of the above

Explain different Power Point views.

What are custom control in MS - Excel ? How
can they used ?

10
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SECTION - B
Note : Answer any three questions from the following :
13.  Explain the process of finding and replacing text
in MS - Word document.
14.  What is a Print manager ? How to activate it ?

15.  How can you save and protect a workbook ?

16. What is business graphics ? Explain various types
of business graphics.
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