CIC-5(E+H) |

CERTIFICATE IN COMPUTING (CIC)
Tei'm-End | Examination

June, 2006

CIC-5 : MICROSOFT OFFICE

Time : 2 hours Maximum Marks : 100

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

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

(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 lo you. In case you feel that
none of the choices given in a question is correct, mark in column 0.

1. The window which shows icons for the mouse, sound and display 1s
(1) My Computer
(2) Explorer
(3) Control Panel
(4) Task bar
2, On the Task bar _thé time is shown in the
(1) Start Menu
(2) Scroll bar
(3) Desktop
(4)k Tray
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3. What is the keyboard short-cut for ‘cut’ ?
(1) Ctrl+C (2) Ctrl+V
3) Ctrl+X , 4) Ctrl+P

4, If T want to make a word ‘Prominent’, in the MS-WORD document, which word would best
describe this ?

(1) Prompt (2) Delete
(3) Bold (4) Print

5. If a paragraph is required to be shifted from one place to another in the MS-WORD
document, it is described as

(1) Rotate ’ (2) Relocate
(3) Copy (4) Move

6. Which of the following ié the example of a software ?
(1) ROM (2) CPU
(3) Motherboard (4) Hard Disk Driver

7. Which key moves your cursor from one cell to the next in a table ?
(1) Tab (2) Shift ‘
(3) Enter (4) Ctrl+Enter

8. In order to e-mail a document within MS-WORD, the steps are
(1) Go to File/ Send to/ Mail Recipient '

(2) Save file as an e-mail attachment
(3) Start ‘Outlook’ and attach file while open in WORD

(4) This is an impossible operation

9. To check for alternative spellings for a misspelled word the suitable option will be
(1) Choose ‘Tools”/Spelling

(2) Press F7
(3) Click the right mouse button on the word
(4) All of the above

10. The option to align text 6n right marg‘ih is
(1) Format/Align Right |
(2) Press Ctrl+R
(3) Click on Tools/Align Right

(4) Right click on text you wish to align
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11. To change margins on a page users have to click V
(1) File/Page Setup ‘
(2) Tools/Margins
(3) Edit/Margins
(4) Place Tabs

12. - How do you change your default file location ?
(1) Choose File/Page Setup
(2) Choose Tools / Options
(8) Choose File / Properties
(4) Choose Edit / Files

13. To add an additional row to an éxisting‘ table
(1) Choose Table/Insert/Rows Above or Rows Below
(2) Use right mouse button
(3) Press Tab at the end of the last row
(4) Click ‘Tables And Borders’ button on Standard Toolbar

14.  Where do you find MailMerge command ?
(1) Format/MailMerge ‘
(2) File/Page Setup/MailMergQ
(3) Tools/MailMerge
(4) Insert/MailMerge

15. PaintBrush belongs to the

(1)  Accessories group
(2) Application group
(3) Main group
(4) Setup. gToi.lp

16. The difference between Save and Save As is

(1) not worth mentioning
(2) one is Ctrl+S, other is Ctrl+A
(3) Save lets you save file with same name and location and Save As lets you change both

(4) Save lets you change the file name, Save As lets you chaﬁge the location

17. Changing the appearahce of cells in context of EXCEL is
(1) Edit (2) Format
(3) Align ' (4) Change
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18. Putting data alphabetically, numerically or chronologically is called
(1) Sorting ' (2) Filtering
(3) Formating (4) Searching
19. A type of application program which manipulates numerical and string data in the form of
rows and columns of cells is a
(1) Cell (2) Spreadsheet
(3) Worksheet (4) Database

20. A present formula to perform specific calculation is a
(1) Formula (2) Function
(3) Formula bar " (4) Autosum

21. Intersection of row and column is called
(1) Formula bar (2) Cell
(8) Intersection point (4) Cross
22 The formula that will add the value of cell D4 to the value of C2 and then multiply by B2
is : ‘
(1) (D4+C2)%B2 (2) D4+C2+B2
(3) =(D4+C2)+B2 (4) =(B2x(D4+C2)

23. If a cell shows ##### it means that .
(1) formula has a syntax error .
(2) the row is too short to show the number at the current font size

(3) the column is too narrow to show all digits of the number
(4) None of the above

924. A cell labelled F5 refers to
(1) row F column 5 « s
(2) column F row 5
(3) function key F5

(4) functions available in the cells

25. Which of the following is a valid arithmetic operator ?
1 <> 2 *
(3) >= @ =

26. Printing handouts instead of slides
(1) is mandatory ’
(2) is not an option
(3) saves time and paper
(4) is difficult to do
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27.

28.

29.

30.

31.

32.

33.

34.

You can change the wall paper on your computer by clicking
(1) Display/Wall paper

(2) Display/Appearance

(3) Display/Settings

(4) Display/Background

If a dialog box has 4 radio buttons in the same group, one can choose
(1) Exactly one of them 4
(2)  Any number of them

(3) Exactly two if they are grouped in different columns

(4) None of the above

~If you right click mouse over the blank area of the desktop, what will happen ?

(1) New background is selected
(2) The task bar changes

(3) A menu appears

(4) Microsoft program is launched

How do you set up columns on a WORD page ?
(1) Select text/ Press TOOLS / COLUMNS

(2) Select text/Press TABLES / COLUMNS
(3) Select text/ Press INSERT / COLUMNS
(4) Select text/Press FORMAT / COLUMNS

Which one is an absolute cell reference in EXCEL ?
(1) (Al (2) &A1
(3) #A#1 (4) $A%1

Handouts are of presentation.
(1) Slides

(2) Compressed slides

(3) Slide show

(4) Worksheet

In PowerPoint we cannot create
(1) Graphs (2) Text slides
(3) Database (4) Tables

Pie charts can be viewed as
(1) Single dimension (2) Two dimensions

(3) Single and two dimensions (4) Two and three dimensions
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35. Selecting text means selecting
(1) a word

(2) a complete line
(3) an entire sentence or whole document

(4) Any of the above

36. MS-EXCEL can be used to automate

(1) Financial Statements, Business Forecasting
(2) Drawn objects, shapes
(3) Clipart, drawn art, visual

(4) - Any of the above

37. To return the remainder after a number is divided by a divisor in EXCEL, we use the

function
(1) ROUND() (2) REMAINDER()

(3) MOD() (4) DIV()

38. Which one is the correct formula ?
(1)  =$5+%10 v (2) $5+$10
(3) A5+A10 (4) =$A%$5+3A$10

39. Which symbol is used to change a number as a label ?
(1) Underscore (2) Apostrophe .
(3) Equal o (4) None of the above

40. Which one is not correct for Paste Special command ?
(1) MULTIPLY (2) TRANSPOSE
(3) COMMENTS (4) LINK

41. A new PowerPoint presentation could not be created with the following method :

(1) Create a blank presentation
(2). Using AutoContent Wizard
(3) "Using Presentation Template

(4) Using scanner to scan slides in computer

-

42. Which of the following is not a type of AutoLayout for PoWerPoint ?
(1) Slide : _ (2) Chart
(3) Bulleted List (4) Table
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43.

44,

45,

46.

47,

48,

49.

" 50.

Which of the following is not a feature of PowerPoint ?

(1) Custom Animation
(2) Slide Transition
(3) Graphic Transformation

(4) Customise a Slide Show

Format Painter is used for
(1) copying a graphic
(2) copying and paste formating

- (3) changing background colour

4) editing a picture

You eannot use the Slide Master to

(1) customise Animation to all slides
(2) add Footer to all slides
(3) set Slide Transition to all slides

(4) set a custom background to all slides

What is the DOS command that displays the contents of the disk drive ?
(1) DIR (2) VER
(3) FILES 4y A:

Which command can you use to run an application which is not present in Start menu ?-
(1) Run (2) Browse
(3) Command (4) MS-DOS Prompt

Which key would you hold down if you wanted to create a horizontal line with the Line
tool ?

(1) Ctrl key (2) Alt key
(3) Shift key (4) Enter key

Individual computers in a network are called
(1) Workgroups (2) File Servers
(3) Workstations (4) LAN’s

Which desktop icon works to display the computers in your Workgroup ?
(1) My Computer (2) Network Neighbourhood
(3). Recycle Bin (4) My Documents
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State whether True or False (Questions number 51 to 100)

Note : In the following 50 questions, mark 1, if the statement given is true and 0 if the statement

51.
52.
53.
54,
55.
56.
57.
58.
59.
60.

61.

62.

63.
64.
65.
66.

67.

given is false.

‘Ctrl+O’ is used to open a file in MS-WORD.

You can call a slide, a good slide, if it successfully communicates the cem,plete meseage.
The term for a predefined computational task in a spreadsheet program 1s a ‘formula’.
By defallllt Tab st;ops are set a 1,-0‘inch interval from the left margin. '

It is not pdssible to select a tabular form on a slide.

The keybe’ard short-cut to print a document is Ctrl+P.

The ‘Thesaﬁrus’ lists both the synonyms and antonyms for selected words‘;

A file with an extension of .EXE, .COM or .BAT is brobably a document ﬁle'.

The characters you type at DOS prompts are called command line.

Desktop icons open into Windows, if you double click them.

 Paint is used to create bitmap files.

To insert a new slide press Ctrl+M. -

When you use calculatj,or, you have to always use keyboard to enter numbers.
A double-click in Wordpad is used to select a paragraph.

Notepad and Wordpad eoth create mainly text documents.

A Read Oniy file can be both viewed and’ edited.

The default number of worksheets present in a workbook is 5.
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68. In EXCEL formulas have to begin with an =

69. . The intelrsection of row and célumn is called a Box.

76. The mathematical operations that are given last priority are exponents.

71. The result of the formula = (12 — 4)/2 is 4.

72. When you cut a selection in EXCEL it is marked on screen by a green border.
73.  You can modify a template colour scheme according to your needs.

74. If a slide has 5 bullets and no sub-bullets, promoting third bullet produces a second slide
with two bullets.

75. You can create slides only in Slide view.

76. TF12 key is pressed to start ‘Help’ in Windows.

77. Print Manager enables one to send more than one document to the printer simultaneously.
78.. On screen, you can suppress the display of Grid lines in MS-WORD.

79. The Page orientation that displays a page horizontally is Léngthwise.

80. Freeze Panes command is present in Window Menu.

81. When you use Copy command, the cells to be copied are highlighted by a thick border.
82. To start Spell Checker F7 is pressed.

83. When you enter a number, EXCEL rounds it according fo cell’s format.

84. The default format for numbers is Right aligned in MS-EXCEL.

85. Zero values can be suppressed in a worksheet.

86. Number fofmats can be applied to all columns.
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87. Borders in EXCEL cénndf be coloured.

'88.  You cannot use your own pictures in PowerPoint.

89. A quick way to make a presentation is to use the AutoContent Wizard,
90. When you Save some file as a Web Page, the file extension is .doc.

91. Normal ﬁew contains an Outline Pane, a Slide Pane and a Notes Pane.
92. The currency format is the only format available for numbers.

93. Editing text in PowerPoint is similar to editing text in Word processor.
94. The new worksheet is named ‘worksheetl’ by default.

95. Legal paper size is 8% x 14 inches,’ |

96.  Web Layout view of document is used to display headers and footers, also to see how text

is positioned on the printed page. -

97. The colour scheme that is chosen is applied to the whole presentation.
98. MS-WORD is the only MS-Office product that has Internet support.
'99. A directory in Windows 95 is called a folder.

100. DLL stands for Disk Language Library.
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1. a8 fE) S WS (Mouse), TN G207 fETR (Display) % SEHA (Icon) # @ 2, aam 2
(1) HE FH (My Computer)
(2) TFIHR (Explorer)
(3) %2 9T (Control Panel)
(4) TS IR (Task bar)
2. & SR (Task bar) W 2EH (WH¥) fegamn smer 2
(1) =R ¥ (Start Menu) &
2) SHA IR (Scroll bar) §
(3) SWHEY (Desktop) ¥
4) 2 (Tray) ¥
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o

10.

‘Cut' & AT FS9ee (Keyboard) WE-a &1 & ?
(1) Ctrl+C | @) Ctrl+V
(3) Ctrl+X - (4) Ctrl+P

Ift; MS-WORD & awétvr ¥ T TR FHOIHRAT (Promment)a & T T 3R G
3= qRIfye o ? '
(1) Prompt 2 feefie elete)

(3) TS (Bold) @ f5 Print)

aﬁ:MSWORD%aWﬁaﬁ@ﬁmaﬁww@@ﬁwmﬁm(ﬁaﬁ)aﬁ
TG UL, ?ﬁ%‘m%ﬁqﬁmﬁﬁ‘@?ﬁ§7 ‘

1) W (Rotate) D 2 RAFE (Relocate)

(3) WU (Copy) 4) T (Move)

fr % 9 &9 @ Siream & SeRT & 2

(1) ROM (2) CPU "
(3) WETEIE (Motherboard) ) ¥E &% TR (Hard Disk Driver)
@W(Table)ﬁﬂﬂ%ﬂﬂkﬂﬁ@@'ﬂﬁﬂﬁﬁﬁﬁ?@ﬁﬁﬁﬁﬁ% ?
(1) 39 (Tab) @ T (shift)

(8) U~ (Enter) (4) Ctrl+Enter

T UH-3S (MS-WORD) § UH T&E &I §-3ef & & fw =y &

(1) B (File) § S/ §€ 2 (Send to) / e (Mail) YR (Recipient)

2 379 G (RIAT) & ®Y ¥ GE #I V9 (Save) Fh |

3 T (Wg;zn)aﬁ Gl W@ g “ARFE (Outlook) F IR (V) F 3N wgel &
o |

@ T e s

W@ﬁﬂ(speuing)aﬁwéaaaéa?zﬁﬁa@ﬁﬂaﬁafaaﬂﬁ%m:ﬂgﬁﬁm
(1) T (Tools) S Ty AT (Spelhng)

(2) F7 % <@l

(3) TR R ARBH T & Y-l E14

(4) Eqa‘?s T

AR (right) TR W UZATN & fier & fow fasweT @
(1) qm‘”rff?/&’r%ﬁ EEIGH (Format/Align Right)

(2) Ctrl+R H aﬁﬂ'li

(3) Tools/Align Right W foreTen H

@ mm@mmmﬁwmmﬁ%wmmﬁ
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11.

12,

“13.

14,

15.

16.

17.

@ﬁammﬁq(MargnS)ﬁW%mmmm
(1) Fﬂe/Page Setup

(2) Tools/Margins

(3)  Edit/Margins

(4) Place Tabs

fewice EYEH) ED 9q (location)?ﬁ 39 é"ﬂﬁ EE{?I'P[ ?
(D) ﬂﬁ File / U5 @ZW (Page Sefup)

(2) ﬂ'.-‘f Tools / Options

3) _fﬁ File / ST9efst (Properties)
(4) I Edit / Files

T AN AR (table) § UH 3R GRE (Row) &I Sea & fom

(1) Table 7‘-\137'1‘1'(/3'—\':IT:.'c (Insert)Rows Above 3T Rows Below

2) TR (V) 989 727 F 390 T

@) el 9fh & S W Tab F Tamd

@) Ved TR | Iqeq we s (Tables and Borders) 92 & foctdh o

TS (MailMerge) F1E S99 gl | foym 2
(1) HiHE/Adns

(2) WEA (FileydS Qea7q/Nemst

(3) TTH/AA (Tools/MailMerge)

(4) TH2/Aermgst (Insert/MailMerge)

W (PaintBrush) 8T 8

(D @qa_\ﬂ (Accessories) HHg g
(2) TR (Application) ¥Yqg 21
(3) W (Main) g

(4) HTIAT (Setup) T

@H(Sa\(e)ﬁ@a@(SaveAs)ﬁW%

(L) FAA A TevEyol T8

(2) TH Cerl+S, T Ctrl+A |

3) ﬁ‘a(Save)aqTqaﬁmwﬁﬁ??@wmﬁﬁaﬂ(w)ﬁ@améﬁréw
@a@(SaveAs)mﬁﬁwaﬁTé ; v

4) éﬁ; %Savemm WIES H AT GCEH @ 3, VT T (Save As) STUH TE T

EXCEL & Heif % 901 & syt # weemg 3
1 T (Bait) (2) WM (Format)
(3) 3TEET (Align) (4) I (Change)
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18.

19.

20.

21.

22.

23.

24.

25.

26.

S (date) B IR FH FA H, B F W A A G ¥ w0 o WY $ FEd 8
(1) Wi (Sorting) | 2) TR (Filtering)
(3) GfeT (Formating) 4) e (Searching)

ﬁmm(mwmm@w@m%maﬁxm%m@
a_ﬁ%'a(Rows)ﬁW(Columns)%mﬁmmmé %

1 Ty (2) DT (Spreadsheet)
(3) dHINT (Worksheet) (4) TRWEY (Database)
@Wm(mﬂ)ﬁm%m@ﬁﬁm(ﬁmﬂj%
1) 2) HEE

(3) WHeN SN (4) SEEH (Autosum)
3 (Row) S FHeW (Column) F ST (FTRRT) F Fal T
(1) wHen SR 2 T
@) e (FRWERM) foag (4) ¥

@gﬁ(mr@g—rr)aﬁm@a%nﬁ@cz%mﬁsh@maﬁtﬁb‘{Bz@rgvnaﬁm EH
2

(1) (D4+C2)xB2 . (2) D4+C2+B2

3) =(D4+C2)+B2 (4) =(B2x(D4+C2)

e gufar 3, ﬁmw%

@ W(W)ﬁm(m)ﬁm%

@ T e W ¥ AR @ fean F A A Row) TG & S €
3) w%wﬁmaﬁﬁ@ﬁ%ﬁqwa@mﬁ%

4 IFE T § A T

5 fafed T& o Fard @

1) U (Row) F HEH (Column) 5

@ HaT FU 5

(3) HHH FS F5

(@) & T e yer
ﬁmﬁ@ﬁqmmwﬁmﬂm%7
n <> @
3) >-' o R @ =

WTQE\T (Shdes) é? "fﬁﬂ'q %gm (Handouts) e &1
1 ofEd 2

2) TS fases T8 8

(3) 9T IR F Eﬁ kil %

@) FETHEA R '
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27.

28.

29,

30.

31,

32.

33.

34.

Y FERT % G W H AT T G F TR |
(1) fEo=i/ae TR (Display/Wall paper)

(2) %ﬁ/m (Display/Appearance)

@) feea/Afeg (Display/Settings)

(4) %ﬁ/m (Display/Background)

Hﬁ’wmﬁmaﬁ"ﬂ(Dlalogbox)é;trrqqaagﬁw(m)ﬁﬁ%ﬁrm% ar wE T
el &

1) 3 9 H9d T

(2 3 g faa =

(3) q&émmwﬁ%ﬁﬁﬁaa

@ 3T A ¥ W

Ife SERETY & TRl e W W89 § W o B, I g ?
(1) T dHARE & S

(2) TG AR FCA ST

(3) A FEA & s

(4) TIEHIER (Microsoft) I =T g STwm

T&% WORD & J8 T 39 He (Column) H§ TG ?

(1) TIEART (Text) H FAATE (Select) FX / TEH / HIeH H T
(2) AW H faoeE FX/ 29 / FioM H TEH

(3) TIIAW W fgode W/ 37U / B Bl qHB

(4) TSI F fede W/ Bl / FiaH H IR

= ¥ 3 9 EXCEL § Py St (Fifse) ded @ 2

1) (A1 (2) &A1l

(3) #A#1 (4) $A$1

deeey TR % §

(1) IgE

(2) THIES WIES (Compressed slides)

(3) ¥IIgS m

(4) THINS

TER@R< (PowerPoint) § &H 90T 787 a¢ g&d ¢

(1) W (Graphs) (2) UIGHRT WSS (Text slides) &l
(3) TRWY (Database) I (4) 29l (Tables) FT
U I (Pie chart) & w9 @ ST el 2 |
(1) Tsd 3 @) T A

(3) TFd R A AT 4) 1 3 T s
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35. UV W oo F (TW) w7 o 3 R e (T |

1) T e
2 TF g A
(3)@@3@211@3@&3
4) 39w ¥ ¥ = o |
36. MSEXCELW?F&#W L mﬁamﬁ%ﬁqﬁ‘mmm%l |

(1) foritg ferson, qucrrz‘iafgm?ﬁ
(2) Siftea <o, smfedl ‘
(3) H&lﬁaﬁr@h(ﬁﬂw@),aﬁamﬁr IR

@) 3INE H F H of
37, @mmmmﬁmﬁam%aﬁsﬁmﬁqmésﬁﬁzﬁ%mmcm
¥ W& (function) H A & & |
(1) ROUND() (2) REMAINDER()
(3) MOD() (4) DIV()
8. T QBN W W G (FHem) & 7 |
(1) =$5+$10 , () $5+$10
(3) A5+A10 - @) _$A$5+$A$10
39. W%wﬁwmaﬁwﬁ%ﬁqaﬁqmmmmwé ?
(1) Underscore ; * (2) Apostrophe ,
(3) Equal | _(4) mﬁ?ﬁﬁﬁaﬁéqﬁ
40. Paste Special FUS %; faq 37@' @ Tﬁ? or ‘v'ré"f 737 % ?
1) ufeews (MULTIPLY) (2) AT (TRANSPOSE)
(3) I (COMMENTS) - @ & (LINK)

41, TF T UERERT (PowerPoint) S frfafad @i & aﬁmmm%:
(L) & et (KAF) SFAHCOT & F
(2) A wRe fasre (AutoContent Wizard) Sl Eﬁqk—'l' EXC)
(3) ST SFRAT N TEAAA Blh
4) mﬁwﬁmm%mmmwm

42, YEEE< (PowerPomt) % f?lq m A= (AutoLayout) <l g o 9 "ﬁ:f a1 SIT?»'T( qﬁ
g2
1) RS @ W
(3) gﬁé“e' fae . @) 299
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43.

44.

45.

47.

48.

49,

fre QB W UREET W w0 T ¢ ?
(1) HEH ﬁﬁﬁ?ﬁ (Custom Animation)

@ WS gifseE

(3) TiFRT ST (zrwﬁ‘m)

4) FEAES T @S W (Customise a Slide Show)

tﬁ‘ﬁz =X (Format Painter) &l s’{:?lma R SIrar %

1) T AR @ sfafafr & faw

(2) BHE (Format) ferw [ H HA (Copy) R T= (Paste) ET%[ % fﬁ"{
3 RS (Background) & @ & wEE & foq

@ T fa &t q%ﬁ%m (PaeeT) A F fog

AT WIEE AR (Slide Master) 1 SRITE T@T H H‘q’aﬁ g

(D i WT&'@T (Slides) bl a\ﬁﬁ'ﬂq 37{?}‘413’5[ (Customise Animation) ?h'_{%f a5 ﬁTQ

@ T wEe § g (W) Sied & fau
@) T TSl (Slides) ¥ TS IfST¥H (Slide transition) o & fau
(@) Ww@ﬁqmwmwﬁ%m

w# fe& T (Disk Drive) F AW @M @l DOS HAE F § ?

(1) DIR (2) VER

(3 FILES 4 A:

@%mmaaﬁ%meﬁw@%(smnmnu)ﬁwﬁaﬁqﬁ% G S
e TR H g § ?

(1) Run (2) Browse
(3) Command ; (4) MS-DOS Prompt

afe 3T TRA T (Line Tool) ¥ TF Y (Horizontal) T H1 AT ?naﬁ% @
@ G B AT e w2 |

1) Ctil FsH @) Al FSl

(3) Shift Fi (4 Enter 31
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