CIC-S(E+H)

| CERT]FICATE IN COMPUT]NG (CIC)
- Term-End_ Exam1nat10n-

June, 2008

CIC-5 : MICROSOFT OFFICE

Ti-mé:12 hoiuirs - o c - " ‘Maximum Marks 100.'

' .

Note

{3 ,. Dp not start answenng until the mwgtlator asks you to start.

o u) Questzan paper contains 100 questiors. Student is requzred to answer all the questwns
- There is no choice.

) (m) Afl que.mons carry equal marks

i) Mmmgwen one answer only. Ifﬂmﬁanmamwn marbedor
gwen, zaro mark will be awarded for that questwn

7 ; 'A, Multlple Cho:ce {Questlons number 1 to 50)

7 3 Note " Four chowes are given for a quest.-.on, out of whwh one chou:e may- be cormct. Mark

-correct answer in relevant column of the answer sheet gwen to you. In case you feel that
none of the choices given in a question is correct, mark in column ‘0’

1. 1ili;:indows operating'sys,tem w_as‘developed by
. ('1)' Microsoft- _ o o (2) Intel
'(3) Nokia ° - (4) 'c'lsco

L 2, The g'mphlcal symbols in case of Windows which represent apphcatlons are ca]led

) VDesktop : (2) Icon )
o (3) Laptop o (4) Task Bar

" 8. - The application window generally cbntai.ns

L) insertion i:;oint . . (2) running program

" {3) text area . (4) work area

";'-CIC-S(E+H). o () . - BT,



7.

{1

©(3)

.. Which funct.lonal key is used fur Help ?
Fro. @
F3 S @

Cascading menu is mdlcated by a

(1)

(3).

Line ' ' - (2)

ESC is used in a-dialog box for.

(e}

(3}

(1)

@

10.

11,

CTRL+LEFT ARROW moves the cursor to
e
@

3
{4)

(1)

w2y

(3)
4

(¢}
@

@)

(4)

A document,-isﬂ created usiﬁg

0y

@

6)
(4)

OK . ' | @
CANCEL. .~ ¢ 4"

CoPrYy
FORMAT

‘previous line

previous -word -
previous char .

previous page

In MS-EXCEL Query is used to

Extract data

Create reports usmg subtotals g
Creite reports ‘
All of the above

Optmn to make the text bold isa part of

Formattmg
Standard
Drawing
Text

P2

F4

Cirdle

Rectangle

ENTER

HELR ¥

The qemmand ﬁse'd to make track-for-tré.ck and sector-to-sector copy is
.. (2). XCOPY -
(4) DISKCOPY -

EXCEL
PowerPoint

ORACLE

WORD

CIC=5(E+H)

(2)

- toolbar.

in“'c_asa of a Word Prwenor '



12

13.

14,

15.

16.

© 17,

18.

19.

Shift + F3 is used to change | .
(1) indent "+ {2) case
{(3) margin - {4). selection

Font option is a part of
(1) File . (2), Edit
(3) View . . 4). Format

The word which is searched using spelling check in MS-WORD uses
(1) DEFAULT.DIC
(2) KEY.DIC
(3} FILE.DIC
(4 CUSTOM.DIC o
type of tab stops are: present in WORD.
(L oL '
(2)

e W by

(C))

Single line spacing in WORD causes i points.
(1) 6 ) {2 12
(3y 18 4 24

Default style of document is

(1) Jazzy
(2) Modern

(3) Contemporary

{4) Rocking

While converting the text to the table, text could be separated by
(1) Tab

(2) Comma

(3) Paragraph

(4) All of these

MailMerge is used with data files.

(1) WORD

(2) EXCEL

(3) ACCESS

(4) Al of these

CIC-5(E+H) | (3)

PT.O.



20.
1)
(2)
(3)
(4)

21.. - MailMerge is used in case of

{1
(3)

" 22. Formula bar is the part of | : - li.f"_"]'

(1)
(2)
3)
1)

3
(1)

A2y

(3)
@

24. Which of the following is an absolute address ?

(1
@)
@
@

25. The second window of the workbook is shown as

(1

(2)

3
(4)

26.  Cell B3 of sheet 1 is shown as.

(1)
(2)

3

(4)

- CIE-SE+H) 4y

AltaSpacebar. - . G L L - om s EHVALL

is not a valid tab in searching ducament with WORD. .~ - - - -
Size ' ' RN
Location oo . g o S
Summary )
Timestamp

Form filler .~ ° (@  Label , ..
Catalog ~ (4) All of these \z_t:.j:"

WORD ‘ ' RN
EXCEL o

PowerPoint ' s Do
Notefmd‘ . o o IR _ :

is used to select the entire column in EXCEL. R e
Shift+Spacebar ‘ : g b

,
Ll - . " - ’ : LN ' T .
Rl ¢ e 0t T f e g

— [ R

Ctrl+Spacebar
Enter+Spacebar

-

| C
A$5

A5 -
$A$5 ' ' ’ '

< bookname > _ 1
< boukname >:1
< bookname > :: 1
< bookname > - 1

Sheet 1 : B3 .

Sheet 1 :: B3 . : h
Sheet 1_B3 ' |
Sheet 1! B3




27. Formula could be edited in EXCEL using
(1) F1 '
(2) F2.
(3) F3
(4 P4

-28. Remainder is Qalculateﬂ using' ____ function. _
(1) REM , (2) REMAINDER
(3) MOD : (4) MODULE

29, CEILING (972, 1) will return
(D 97 - ' (2) 98
@) 975 (4) 972

'30. Maximum items which could be joined using coxicatenation are
v 2 , (2) 30
! (3y 10 o “4) &

31. . Which of the following is ret a valid feature in EXCEL ?
(1) Function . '
(2) What-if analysis ‘ ' R
(3) Chart _ ' -
(4) Word Processing

32 Default extension of file saved in WORD is

(1) TXT | (2) XLS
(3) DOC ' (4) PPT

as. - ‘on the icon executes the application.
(1) Click E (2) Double Click
(3) - Drag o ' (4) Shift+ENTER

~34. 'Control could be moved to next slide using
" (1) Vertical scrollbar o
'(2) Horizontal serollbar '
(3) Formula bar
(4) Standard toalbar

_ 35. Data is modified by _____onthe graph.
~ . (D) Click - - _ (2) Double Click
(3) Drag (4) Ctrl+Click

| CIG-5(E+H) ‘ (5 ' o . PTO.



av.

The wallpaper setting.can be changed from

(1) Control Panel dialog box -

(2) Accessories group

(3) Setting dialog box
{4) Main group’

Text could be shown in graph using
1y formu.la ' :

(2) - value

(3) label

" (4) .comment

39.

- 41,

42,

- 48

Maximum number of axes available in 2D Chart are

oo @ 2

@8 o 40

Chart could be shown 50% of actual size using

t1) F9- A -~ (2 F10 |
@ F1L @ P12 e s e d
Maximum width of line thickness is
W2 (@) 4
@ 6 T @ 8
"‘Objects could be grouped using. ' . option. .
(1) Draw ‘ ‘ .
(2) ‘Formula -
(3) Tool
(4) View

Which of the fo]luwmg iza group icon 7
(1) Terminal
(2} Character map ‘

" (3) Clock

(4) Acoessones

OK is shown in the d.mlog box as

xeh) ' Check box
- (2) Option button
'(3) Command button. -

(4) List box -

clesEH) . (ey



44,

b 0

,-Default extension in case of Paintbrush is
(). PPT '

(2) BMP

" (3). GIF
(4) JPG

Default lin€ spacing in MS-WORD is

@ 1

3 2
3

@

4.

47,

49,

Non'nh,l View is used to show
(1) header

(2). footer

3) both (1) and (2)
(4) None of these

chart is used to show the percentage share.

(1). Pie

(2) Doughnut

(3) Both (1) and (2)
(4) .None of these

Defaylt exténéion of file in Notepad.is
1y DOC '

(2) XLS

8y TXT

(4 PPT

‘Workbook is created using-
(1) WORD

(2) EXCEL

3 PuwerPoi'n_t .

50.

CIC-5(E+H)

(4. ACCESS

The Jast column in EXCEL is
(1) 2 '
(2 IV -

@z
{4) Z_1000 .

(7Y

- PTO. -




B State whether True or False (Questions number 51.to 1009 - - = S

Note : In the following 50 questmns mark 1, if the statement gwen is true cmd g zf the statement
. given is false,

51. Document wi_ndovt shares the,"me.m_l with the ap'p]icatiotl window,
52, Wm command ts rg’lated tn wi.ix.exé.
T 53 Fg ié used to éctivate the menu bar:
54, Sh1ﬂ;+TAB is used to move to the next optmn in dlalog box
58. You can qulckly insert a Page break by using the key ENTER
56. - HOME Key moves the cursor to the begmmng of the paragraph
57. _-Paste command is used to copy the text
| B8, Color Palette is at the right of window in case of PAINTBRUSH
59. . Show button in WORD ‘also shows non-prmtmg characters. o 7 -
60 " Find optmn in WORD also searches the text soundmg like the same te:tt by default
61, Checking grammar is same as chec‘kmg spe"ﬂmg in MS WORD Tk ‘ ]
62. Indentainon aﬂ"ects the whole document. |
6. - One and a half line spacing could be given-_in WORD
64. -By_default the dncumént, is printed in Pc;rtrait. )
85. . Gutter margin is used in binding, -
766. Hard Paée Bre_-gkg are automtatiéal_lj inaerted‘by WORD |
ﬁ'-?;.‘, CTDL+TAB is used to ihs.ert tab in the cell of a table. |
. 68, In MailMerge the field name can be maximum 30 characters Iong.‘
- 69. 16384 is the last row in EXCEL.- | |

. 70. "‘SH_IFT+CTRL+_Spacebar is used to select the current cell in'EXCE'L.

CICSESH) . (8




71
72.
73.
.

s.
78,
1.
78,

79.

1.

92,

~ Title layout is default Auto layout in PowerPoint.

The maximum value of data stored in EXCEL is 31 : 12 : 2078.

-A$5 and $A5 are both examples of mixed addressing.

HOME is used to move to cell Al,
Numbers could be shown in the scientific format in EXCEL.

CTRL+F6+SHIFT is used to go to the previous window.

» Formula should always start with = sign.

PROPER( ) function will do spelling check in EXCEL.

Line chart is used to compare percentage of share of data series.

¢

Lotus 123 is an analytical graphical package.
Slide View can show maximum one glide at a time.
Default extension of file saved in PAINTBRUSH is PPT.

Lotus 123 is part of MS-QFFICE. ‘

Chart type is used to change the graph.

Slide Show is part of View option.

Winddws is a word processing software.
Presentation could be created using PowerPoint.
Cut and copy is used to move the paragraph.

X is used for searching pattern in WORD.
Thesaurus is used to find opposite words.
Default tab size in WORD is 5 ¢m,

Macro could be created in WORD,

' CIC-5(E+H) (9)
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93. NOW() function &sﬂimﬁﬁmwm,; r e S
84. Windows meta files have the extension .wmf, | fe N

95. Windows could be mapged in Tiled manner. 7 .
96. Extended Chart is creﬁted in.the'gm sheet. vl | ‘ o o

97. Foxbase is a database package. - .. . - P N

. 98.  Cell is a part of worksheet. _ o . e

89, Justify i8 an example of alignment. . . T . B
100. TAB is a non printable character. . . . . RTINS P » e

iy
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e

v
\
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m%hﬁﬁmﬁmﬁmﬁﬁé’

M F1 : (@) F2

. (3) F3 - - . .{4) P4

: -mw@ﬁrﬁ&mma-

W W (2)%313
(3) ﬁ‘afrlm | Gd) R ERT
Escwaamﬁwgmmw% Fol
() OK% fag @) ENTER%?‘FIE

190.

1L, -
S (D Q‘q’ﬁa (EXCEL)

'CEG-5(E+H) - (14

@ CANCELQ;THE . @ HELPF f@m . |
'wamwmmaﬁmwmﬁm%mmm<m>e |

() copy - - @ XCOPY o

- (3 FORMAT . . (4) DISKCOPY |
wwﬁa(aﬁ ﬁﬁm)%#m@rﬁcmmwnmowmaﬁ __ ¥ siawr
T 2 | SR
1y froet @mT

3) ﬁ@ﬁ ?Iﬂ?ﬂ'?m" (%}aat) o _ :
@ fr i

"MSEXCELﬁWH‘iT-BmW?

) 3w fre 33 ¥ fau

@ m-ih@a:rqthwaﬂﬁgqﬁthimaﬂﬁ%m
'(3)ﬁﬁéwaaﬁ%m ,
@ IFw o

'maﬁlﬂacbom)w?r%mﬁm agmasr'qmél

(1)  wiffem |
(2) IEE

- @3) FET-
) m@m

wﬁnﬁgmqﬁamwél

(2) @R (PowerPoint) . -

(3) 3MNFT (ORACLE)
: (4) Eref (WORD)




12.

13

--14.

lShifl.:+F3 qﬁqﬂqm%mmmméi S

(1 FfrerE @ F9

@ ®mm (@) A
Q) S W ' () WEREA W
@) TWEH w Wz wm e

Wﬁhms-wonbﬁaﬁmmaﬂﬁgt{@mw% H!hﬂmi

(1) DEFAULT.DIC

(® ° KEY.DIC

15.

@

16,

18,

s,

(3) FILE.DIC
(4y CUSTOM.DIC

& fm @A _ mwonnﬁﬁam%/‘% l
n 1 ‘

2‘
@ 3
(4 4

7€ (WORD) ¥ T TR 3iaer firg T W R |

Q) 6 @ 12
(3 18 ' @) 24

wora & sfoeEy el 2

Qy S
@ g
(8) YTHRAA
(4) TieT

YA B A ¥ weed O gAY JUE SR S wed @
(1) 29 TW

(2)  IAe9fR™ g

@ s 3o

4 37w

-

e o (Rerd) w1 v st sl (s ) & o e &),

(1) ‘92 (WORD)

e TR (EXCEL)
© - (3) WY (ACCESS)

@ I o
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20 ___ ¥ (WORD)W Y@ @R Y g 2w R 1 e
(2 FEiafq | : : o
(3) 9w
(4) WHGiHA

21, Hﬁﬂﬁm (ﬂatl\':f) T ﬁmmg P - . o
@ T HF (_4)3_trfiﬁmfrﬁ |

22, Rem ar WOt @
(1) 92 (WORD) &
(2) THH (EXCEL) #
(3) UEERES (PowerPoint) # -
(0 Tels (Notepad) &

23. Qﬁﬁ(ﬂan)ﬁuqﬂmngﬁ%ﬁqqgﬁMW%t
(1) Shift+Spacebar
(2) Alt+Spacebar ol
() CtrlsSpacébar = = L st s Fﬁ" ﬂ
(4) Ent.er+Spacebar

24, Frferfad & @ S ﬁ'@ﬁr tTEIT 22
(1) A$s _ L o
@) $A5 R A 2
(3) A5 | : S
(4) $A$5

26. FAYRH W TEC oD R @ e e ®
(1) < bookname > _1 ' . s

(2) <bookname:>: 1

(3} <bookname > :: 1
L)) <buukname> 1

2. . WF 13 Sfaw B3 REE - . e
(1) W% 1:B3 - .
(2) VEF 1: B3 S T
(3) TIF 1_B3 ' T
4) % 11B3 | ‘ ' _—
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27.

28,
29,
30.

31.

mmm@q@a@mmﬁtﬁ{wmﬁﬂmwméy
(1) F1 '
(2) F2
3) F3

‘ﬁ (4)- F4

mwwm@wmﬁﬁmmmﬁl
() REM | (2 REMAINDER

@ MOoD C (4) MODULE

CEILING (97-2, B :n%nm m

(1) - 97 . (2) 98

(3) 975 : (4) 972
mﬁﬁ%ﬂwwm@mﬁmmm% R
L 20 | (2 30

(3) 10 - 4) 5
ﬂwﬁ@;aﬂﬂq@amxcm)ﬁmﬁﬁwqﬁ 2 ?

1) - S

(2) What-f fa¥cisT

(3)

@ v SO (38 SRR

32,

_ 33.

-39,

aa‘mortmﬁﬂﬂi%mmﬁmm%

_(1) T™XT : (2) XLS
3) DOC . 4) PPT
TR T aﬂsréﬁﬂ fsuree & R |
a s g b= =
(3) HW ' (4) Shifti+ENTER
fram ﬁﬂmﬁ@mmﬁmﬁﬁmmmél
(1 e R e
2 &fae dResd Waw
(3) W IR
(4) TS TN
sHiwET ME W T geifag e - R
(1 foes L @ fi= S

(@) wu , | (4)  Ctrl+Click
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41,

"
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1) 31
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(1) wafyE -
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{1y PPT- :
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@ GIF
(@), JPG.
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W o
@
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- )3
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(2) TS -
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.4

49,
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51.
- 52.
53,
54;'
55,
- 56
57,
58.
s,

- 60..

G
61,
62.

63.
65,

67, .
68.
69,

70.
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| 71,
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