CIC-5(E+H)

CERTIFICATE IN COMPUTING (CIC)
. Term-End Examination |

Decembér, 2007

CIC-5 : MICROSOFT OFFICE
Timé : 2 hours - o | | | Maximum‘ Marké ;100

Note :
(i) Do not start answering until the invigilator asks ygu to start.

(it) Question paper contains 100 questions. Student is required to answer all the questions.
There is no choice. ‘ k

(iii) ‘All questions carry equal marks. ,
(iv) Each question must be given one answer only. If more than one answer is marked or
‘given, zero mark will be awarded for that question. '

A Multiple Choice (Questions number 1 to 50)

Note:  Four choices are given for a question, out of which one choice may be correct. Mark
correct answer in relevant column of the answer sheet given to you. In case you feel that
none of the choices given in a question is correct, mark in column 0’

1. - DOS .is'an example of
(1) Word Processor
(2) Spreadsheet
. (3). Qpératihg System
(4). Presentation Package

2.-  Which of the following is not an application software ?
(1) Operating System - ~ (2) . Notepad
(3) . Text Editor . , (4) Word Processor

3.  Maximum number of scroll bars available as a part of Windows are
M 1 @ 2
3) 3 - 4 o
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10.

'11.

. command is used to close the active window.
(1) ALT+F4 - : (2) CTRL+F4

(3) ALT+F5 | (4) CTRL+F5

is responsible for printing in case of Windows.
(1) Print Manager - ' (2) Print Administrator
(3) Print Head - ~ (4) Print Supervisor

Office Art contains

(1) Auto shapes

(2) 3-D effects

(8) Perspective shadows
(4) All of the above

" A file created in PowerPoint is aséociated with the . extension.

(1) DOC
(2) XLS
(3) BMP.
(4) PPT

Double click is used to select

(1) character : (2) paragraph
(3) line ’ ' ~ (4) page |

The command used to move the cursor to the end of the document is

(1) CTRL+END : (2) ALT+END

(3) END (4 PG DOWN

Text option is shown in Paintbrush as
(1) abc , ' . (_2) Xyz -

(3) par : ' (4) mno

Clicking three times is used to select a
(1) - character ‘

(2) line

(3) paragraph

(4) document
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12,

13.

14.
eV,

15.

16.

C 17,

18.

19.

Cut, Copy and Paste option are part of menu.

(1
3

File (2) Edit
View . _ : “(4)  Formal

CTRL key is used with drag and drop to

(1)

3.

(2)
3
(4)

Cut. (2) Copy
Delete ) (4) Print

s ‘usedb for searching a pattern in a word. : o
) v
*
Both (1) and (2)
None of these

Synonym could be found in MS-WORD by

(1) Grammar (2) Spelling
(3) Indent  (4) Thesaurus
Default tab stop in WORD is . inches.

(L 05 _ ’ 2 50

3)

10 , 4) 01

Paragraph spacing could be specified in

(1)

(3)

point ‘ . (2) ihch
cm , ‘ , (4) All the above

Filtering data

(1)
(2)

(3)

4)

™

@)
3)
(4)

‘Hides unmatched rows

Deletes unmatched rows
Moves unmatched rows

None of the above

are default separators while converﬁng table into text.
Tab A
Comma
Paragraph

Line
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20. Macro is used in case of
(1) EXCEL ) (2) WORD
(3) Both (1) and (2) ’ (4) None of these

21.  Which of the following is not a valid font in WORD ?
(1) Line (2) Scalable
(3) Printer (4) Screen -

22. is used to select entire row in EXCEL.
(1) Shift + Spacebar "
(2) Alt + Spacebar
(3) Ctrl + Spaeebar
(4) Enter + Spacebar

23. The function(s) used to display currént'date and time is/are
(1) NOW() '
(2) TODAY()
(3) Both (1) and (2)
v (4) None of these

24. Which of the following is not a valid address in EXCEL ?
(1) A3 ‘ - (2) $A3
(3) $A$3 ' ‘ (4 $A3$

25. Range could be shown in EXCEL as

() A3::B5 ‘ (2) A3-B5

(3) A3:B5 ' ‘ (4) A3=*B5
26. is not a valid Windows arrangement.

(1) Tiled _ v (2) Cascade

(3) Freeze =  (4) Vertical

27.  Absolute value of number is calculated using
(1) ABS() |
(2) ABSOLUTE()
(3) A_CELL()
4 ANO
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- 28.

290

30.

31.

32.

33.

34.

35.

36.

Number of parameters required in HLOOKUP( ) is
™1 @ 2
3) 3 ‘ 4) 4

The chart which is created on the gamé sheet in EXCEL is called. _

(1) Extended ‘ (2) Intended

(3) Embedded | (4) Attached

Which of the following is not a database ? .
(1) dBASE ‘ ~ (2) FOXBASE .
(3) ACCESS (4) EXCEL

is a design graphical package. -
(1) CAD o (2) PowerPoint

-(3) EXCEL ~ e : (4)  ACCESS

Default extension of file in EXCEL is - ,
(1) EXL (2) XLS

(3)  EXC . - (4) EXE
Template could be changed using bar.
. (1) Menu ’ (2) Status -’

(3) Formatting tool - (4) Standard tool

are the fixed formats availablé in Poweijoint., _

(1) Slides ' ' " (2) Auto Layout:
3) Graphics : S (4) Tables

Bar chart has formats available in EXCEL.
1 4 — @ 5

3) 10 - . 4 2

- The type of gridlines in EXCEL are

(1) Major and Minor

(2) Primar.y" and’ Secondary
(3) First'and Second

4) Main and Subsidiary
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37. ' option is not valid while creating presentation.
(1) Template
(2) Graph
(3) Look Wizard
(4) Auto Content Wizard

38. While inserting a table, default rows and columns are
1 1,1 @ 22
3 3,3 | @ 4,4

39. The relationship between manager and assistant could be shown properly by
in PowerPoint.

(1) Graph | (@ Clip art

(3)‘ Table : (4) Organizational chart
40. is not a valid line style.

(1) Solid o (2) Dotted

(3) Dashed : " (4) Filled
41. Text could be aligned using _ option.

(1) Draw ' (2) Format

(3) Tool . (4 View

42. Win command is related to

(1) win.exe : (2) command.com
(3) both (1) and (2) ’ (4) None of these

43. '_ comrha_nd is used to move text in WORD.
(1) CUT '
(2) PASTE

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

44, is a non-printable character.
(1) TAB : (2) SPACE
3) jENTER : (4) All the above
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45.

46.

47,

48,

49.

50.

Indentation normally affects the _ of the document.

(1) line
(2) paragraph
(3) selected text.

(4) document

Default line spacing in WORD is
1) 0

(2 1
3) 2
(4) 3

MailMerge is used to create.
(1) Document .

(2). Spreadsheet
(3) PowerPoint

(4) Table

Which of the following is not a spreadsheet ?

- (1) LOTUS

(2) EXCEL
(3) QUATTROPRO
(4) WORD

The view which presents more than one slide is
(1) - Slide
(2) Outline

. (3) Slide Sorter

(4) Note page

Réad-only option in EXCEL is available in voption.
(1) Open | |
(2) Save

(3)- Print
(4) Edit
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State whether True or False (Questions number 51 to 100)

Note : In the following 50 questions, mark 1, if the etatement given is true and 0 lf the statement
given is false. '

51. Accessories is a group icon.

52, Dreg and»Drl'op has same effect in Windows as Donble Click.

53. ' ALT+SPACEBAR is used to epen Control menu for en epplicatidn window.

54. Win command is included in the AUTOEXE.BAT file.

55.. OK and CANCEL is generally shown in the dialog box as optiqn button.

56. CTRL+Click is used to select two or more items in sequence. |

57. Airbfush fills any closed shape erea with color in PAINTBRUSH.

58.k " Ruler is used to set indents. |

59. Text is right justified by defauit.

60. Print Preview is used to copy the» document.

61. “Find” option in MS-WORD by defeulf matches the‘case ef _'the'give'n text.
62. Hanging indent is same as indenting first line. | |
~63. Shift + <J is used te ingert new line in ‘WORD.

64. Document template is a preset -formatted document.

65. The major file management operations. include creatlng, opemng, savmg, restonng and
protecting document. ' '

66. Alternating facing is also called mirror margin.

67. Ctrl+Enter is used to create hard page break.

68. Normal View is used inkMS-WORD to show the contents of _header‘end footer.. |

69.

MailMerge can be used to merge the labels and enveiopeé;
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70.
71.
72.
73.
7,
75.
76.
7.
78,
79.
80.
1.
82.
83.
84.
85.
86.
87.
88.
 89.
" 90.
oL

92.

IV.is the last column in EXCEL sheet.

“Serial number_/ll corresponds to 01:01:1800 in EXCEL. .

A5 is an lexample‘ of relative address.

END is used to move to the last cell in the cui‘rént row.
Nuﬁlber.could be shown in date format in EXCEL.
Ctrl+F6 is used' to go to héxt window.

Only one option could be selécted in check box.

~ “” has higher précedence than ‘&’ operator.

"~ TRIM( ) function will remove all spaces between words.

Pie Chart can represent more than one data series.

Harvard Graphics is a presentation package.

Speaker Notes is a valid view in PowerPoint.

Default extension of file saved in Notepad is .doc.
Slide Sorter view can shoW'one slide at a time.

WordStar is not part of MS-OFFICE.

-Autoshapes are part of drawing tool bar.
‘Slides run continuously by default during Slide Show.

“Intel has developed Windows.

Desktop is displayed on icons.
F1 is used for Help in Windows.

DISKCOPY is used with hard disk only.

Bold option is used to underline the selected text in MS-WORD.

A text file is created using Notepad. -
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93.

94.

95.

96.
97.
98.

99.

100.

DDE stands for Dynamic Data Exchange.

‘Formula bar is used to print formula in EXCEL.

A5 is an example .of absolute addressing.

<w§rkbook name> : <sheetname> ! B5»i§ a yalid cell address.

FLOOR( ) is always less than CEILING( ) for ény given V«valuei in EXCEL.
More than one character style can be applied to the same chafacters.
Terminal is a example of group icon.

Ctrl+X is used for copying the selected text.
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- 10.

11.

Wﬁ@ﬁﬁ%ﬁq __ AT W fEAr W R |
(1) ALT+F4 (2) CTRL+F4
(3) ALT+F5 ' (4) CTRL+F5

fovere & " A mEw % g wawed @

(1) HEUT YEEE (2) * qR0T RMEH

(3) SO Wi (@ R Y

- wrEieE e (3fRw ad) A g @

(1) H@Edr AR

(2) 3-D Y@

3) deet BEn

4 3I9gw TR

qeERe ¥ i wRe R @ wwg Bt @ |
(1) DOC ' "
2) XLS

(3) BMP

(4) PPT

i frers Froa O ¥ o1 S R ST @ 2

(1) Hydis | 2 T

@ N OB

TG F I TE ThaH (F) F GO F AT TG FA0S 3
(1) CTRL+END (2 ALT+END

3 END - (4 PGDOWN

Yegwr ¥ wiaHiy fosen @ fa@rr e @

(1) abec » (2) xyz

(3) par | ) - (49) mno

m@ﬁ%m?ﬁqmmmw%7
(1) Hydie
(2) dfw
(3) T

(4) g
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12.

13.

o 14.

15.

16.

17.

18.

wC, B0 AR VR Fwey W H WA

(1) WEA | 2 e
3 F | (4) A
CTRL w, FHT R I tdrag and arop) F WW E9l '\?ﬂ?ﬁ é
(1) € & fau - (2) & F fou
3 fedlle & g @ fre % fag
T # sfaed @M % e wge fRr S @

T 7 | . '

(2 ¥

@) @M 3R (@
@ T 9 IR

.MSWORD‘EIWQI"TWTQGTW% |
(1) ST g ; 2 dTaqt R
(3) ST (indent) T (@) TN EW
¢ (WORD) # safed 39 R AR
(1) 05 ' | @ 50 '
3) 10 | 4 01 .

(1) @R H S @ @H
@) WA | | @) 3w wf

(1) oWd UReE I A9 Ll 2

(9 e URedl @ fae wXar @

19,

(@) S URRdl @ GEeR ST @

(@9 3% § § K T

_ ofomw gafed § oW aifae & ogde § E6iaRa W ¢ |
1 & |

(2) 3reufauH

(3) WA

) UfE
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20.

21.

22,

23.

24,

25.

26.

27.

AR Fres W S e S § 2

(1) T (EXCEL) @ 9 (WORD)
@) <A@ 3R (@ @) T Y FE &
frfafea & 9 @@ a€ (worp) o Bz @ 2 2
1) URF () @ 9T (Sheed)
3) e () : @) B

Ea@awxwmﬁ@qﬁsgﬁ%ﬁqwﬁmm% |
(1) Shift + Spacebar
(2) Alt + Spacebar
(3) Ctrl + Spacebar
(4) Enter + Spacebar

a#qmﬁﬁ:aﬁzwmfaﬂ%%mwm%/%

(1) NOW()
(2) TODAY()

@ 1) sk (@2

@ T Y PR T
frfafes # 9 @991 e (EXCEL) ¥ w1 var 787 & ?
(1) A3 (2) $A3 '
(3) $A$3 : . (@) $A3$
T (EXCEL) ¥ 9RER fe@mn s oshdr 8
(1) A3::B5 | | ' (2) A3-B5
(3) A3:B5 o (4) A3+B5

(1) TEES (Tiled) (2 YU (Cascade)

(3) HIS (Freeze) . ' (4) FEEE (Vertical)
mﬁ@mmmmmﬁﬁamqﬁm@mm% ?
(1) ABS()

(2) ABSOLUTE()
(3) A_CELL()
(4 A_N(Q)
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28.

29.

30,

31.

- 32.

33,

- 34.

35'

36.

HLOQKUP() § ot tied & dem @

@1 | @ 2
® 3 | @ 4
% o TR EXCEL) ¥ T T R g o % Tw®_ I e @ |
o e , (2) iy |
(3) Hafad ‘ (4) e

ﬁwﬁwﬁaaﬁ@%mw#f%’

(1 dBASE (2) FOXBASE

3) ACCESS . ‘ (4) EXCEL
 femEA mﬁﬁ?r ﬁm 2

(1) CAD , , (2) UE@ERE

(3) . EXCEL - (4) ACCESS

Qaaﬁa(EXCEL)ﬁ HEd & AfaHT fawr @

(1) EXL 2 XLS

3) EXC = (4) EXE
m(w)wmmgﬁéﬂ@zmmm%l

e S (2) wiafa :

(3) tsrﬁﬁm @ | (4) AEE TA

qlqwlsd ﬁ 3y forrd wide & |

(1) wmEsH . 2 @ fo=ma

(3) Wit (4) e

TR (EXCEL) ¥ Yas 9 % it Iye ¥ |
W 4 | @ 5

@ 10 @ 2

TR (EXCEL) 7 freeredi (arifrel) &t fred &

1 W& B

(2) WA R fidas

(3) EE IR gud '

@) TEI S T
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37. foseq A & @ 9 SR goH @ St @ |
(1) TR o |
(2) A%
3) & fase
(4) 3R He= fasie

38, qfe SfafiE wRa wWd, wfoed dfe SR wem @ 8
@ 1,1 | o ®@ 22
(3) 3,3 4) 4,4

39. Yduw o WEEE % 9 g UERERZ § fRY qeie o) Sfad & Q fe@rn ST s

(1) % | (2) Tty o
3) difdsr (@) HTeA W
' 40. He e det W g
1) 39 | - @2 fagfea
(3) argh - @ yfa
a1, ﬁwwmmmmmmmé"l
1) o ‘ @ e |

L@ @ L @

42.  Win $HVE TG

(1) win.exe | (2) command.com
(3 @A) 3R (@ @ T ¥ FE
43. ¢ (WORD) & FVS R T ¥ eI S o S @
@ cur | - .
. (2) PASTE -
@) (1) 3R (@ I
@ TH ¥ FK @
s, TyEei O 8
(1) TAB - (2) SPACE
(3) ENTER @ 3w W
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45, ARG WG oE # AT Fer e @ |
@ omw | |

2 T

(3) -=AHd g

4). T |

46. 98 (WORD) ¥ =fashn ogd 3iaqued @
1 o | | '
@ 1

3) 2

@ 3

47. Wﬁ%ﬁqﬁaﬁﬁ(m feretar) nghﬁ?mvlldl §.|
S . o | . B
2 fowga-o
(3) UeR@EREe
(4) e

a8, Frefafies § § s fa-me 7@ 8 2.
- () ©RE (LOTUS) |

(2) THIA (EXCEL) ,
(3) FEEUM (QUATTROPRO)
(4) 98 (WORD)

49. N TV UF ¥ fUT TS W w8, I ®
(D) IgE
(2) ®q@r
(3) TAZE Wi
4 A TS

'50. TS (EXCEL) & Read-only (F9d1 To) faehed _ faweg # 3yt @ |
(1) 3T (Open)
(2) 99 (Save)
(3) = (Print)
4) TfeT (Bdit)
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q?a. :

51.
52.

53.

54.
55.
56.

57.
58.
o,
60.
61.

62,

63.

64.

65.

66.
67

68.

69.

'W@%ww(mv 51@100'«35) .

W5OW@W?/WWWWW?#1W# 37?7%3?@777-‘
W 0 ST W, AT FIT TTT & 1

m‘(m)wm@)ér
FH07 IR W fvew ¥ e friw S oywE @ @ )

ALT+SPACEBARWW@%WWWQ@(%)@Eﬁ%mﬁ'ﬂ?ﬁmbl’
S |

Win SHATUS AUTOEXEBATqﬂsaﬁwﬁafmrwél |
WOKsﬁTCANCELWWﬁWW%WﬁMEﬁ%l
Wﬁﬁm%nﬁrﬁ@gﬁ%ﬁqwnﬁa&m@mwﬁl

'Wﬁwm%ﬂ@aw%ﬁmm%|

m(w)m(ﬁz)mw%mwmwél

g S g0 A SREEEE R

ﬁ?mﬁ@n@@aﬁmﬁm%mmmw%y

MS-WORD # FlndWWW@WW%W(Case)WWW%I"

aﬁﬂﬁm(%ﬁﬁ)aﬁquéwﬁ%ﬁwqﬂﬁwwaﬁwqél

' Shift+<) 7 (WORD) # T @z fifam mﬁéa fee s A S

m(gm{ﬁz)éﬁzﬁﬁﬁﬁmwﬁﬁmél,

Hg@wsawwr&fﬁmwm @, T, Wﬁﬁmaﬁtm
T wiee #

Www(ﬁu)m%ﬁwél |
Ctr1+Enterwaﬁu(gﬁ)qgﬁaiawaﬂﬁ%mwgﬁﬁaTm%|

Mswonnﬁwmﬁﬁmaﬂ?mﬁmaﬁméaﬁ@ﬁ%mwgﬁﬁmw
21

mﬁ(mm)mwmﬁ%m%mwmmwél

CIC-5(E+H) ‘ (20)



70. _NQH@HA(EXCEL)WﬁWW@aTél

71. TR (EXCEL) ¥ %9 d@ 1, 01:01:1800 % 313@% |

72, A5 W T @ STETT R | |

73. ENDWWﬁWmﬁWHﬁ%mWMWél
4 ‘EERQ'QT(EXCEL)ﬁﬁfﬂ?ﬁ?ﬁm(number)ﬁ'@mmm%IV
‘75. Ctrl+F6Wfé1’aﬂﬁﬁaﬁ%m3lg?sfﬂTmél |

76. %wﬁmwﬁm@wmz‘l

7. N W @ GEh A oUE s 3w war #1

78. TRIM()WW%WW%WEEW@’I.

9. qﬁméwﬁafwmmﬂﬁgd%‘{ﬂwlél

80. Eﬁ‘s‘mwﬁraﬁél

81. TH ARH UeWEE H A T¥F ? |

g2. Aete ¥ 9 T wWed & AT FER .doc § |

83, TS W o AW H T wEs R d

84, TR (WordStar) MS-OFFICE ® WM & & |

85, IINIW PET TA AR F 9T § | |

86. RS W % W ARG T WRS R a6 HEA § |

s, a3 fvslst et e |

| és. Ty aTeH (D) W wed fea o @

" 89, Flﬁvﬁ?ﬁmémwmamél

90. et (DISKCOPY) %ae g€ fe& ¥ Wk &t St & | |
91 dIE (ﬁﬁ)ﬂm MS-WORD # waffd wigaiwr %@ﬁmaﬂﬁ%mwgﬁmw
o2. W wEw Jde WM b ghw @ o d
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93. DbE <l a?%f 2 Dynamic Datak Exéhange. |
.94." wien @S (IR) TR (EXCEL) & wien e A F ﬁqsrg?sfawr S @
95, Asﬁ@awﬁﬁ@ﬂaﬁmw?l‘

96. | <workbook name> : <sheetname’> I B5 AT HISH Yar @ |

97. FLOOR() §ed @H(EXCEL)?? f off few T A= & fFfQCEILING()‘;'T FH 'zﬁ'cﬂ 21
. @ﬁmmﬁﬁwm%fﬂqajﬁmée%mél |

99. et (37cih) TR e H IR & |
100. cunxwﬁﬁq@mﬁwﬁf@rﬁaﬂﬁ%mwﬁaﬁ%l
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