
CIC.5(E+H)

CERTIFICATE IN COMPUTING (CIC)

Term-End Examination

June, 2006

GIC-S  :  M IGROSOFT OFFIGE

Time : 2 hours Maximum Marks : 100

Note :

(i) Do not start answering unril the inuigilator asks you to start'

(ii) euestion paper contains 7a0 questions. Stud,ent is required to unswer all the questions'

There is no choire.

(iii) AIt questions carry equal marh*

(iu) Each question must be giuen one answer only. If m'ore than one answer is mqrlzed or

giuen, zero marh witl be awarded for that question'

A Multipte Choice (Questions number 1 to 50)

Note : Four choices anv giuen for a question, out of uhich one clwice may be correct' Mq'rk

correet aruswer in releuant 
"oli*n 

of ti" ons*er sheet giuen to lou. |ry-cdse 
you feel thut

norue of the choices giuen in a question is correct, murh in colunt'n '0'.

l. The window which shows icons fur the mouse, sound and display is

(1) MY ComPuter

Q) ExPlorer

. (3) Control Panel

(4) Task bar

2. On the Task bar the time is shown in the

(1) Starb Menu

(2) Scroll bar

(3) DesktoP

\4) Tray
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3. What is the keyboard short-cut for ,cut' ?
(1) Ctrl+C e) Ctrl+V
(3) Ctrl+X @) Ctrl+p

4' If I want to make a word'Prominent', in the MS-WORD d.ocument, which word would best
describe this ?
(1) Prompt e) Delete
(3) Bold @) print

5' If a paragraph is rcquired to be shifted. from one place to another in the MS-WORD
documcnt, it is described as
(1) Rotate (D Relocate
(3) Copy (q Move

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

7. which key moves your cursor from one ceil to the next in a table ?
(1) Tab e) Shift
(3) Enter @) Ctrl+Enter

8. In order to e-mail a document within MS-woRD, the sreps 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'ToolsTSpelling

Q) Press F7

(3) Click the right mouse button on the word

@) All of the above

10. The option to align text on right margin is
(1) FormaUAlign 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
(1) File/?age Setup
(2) Tools/IVlargins

(3) Edit/l\{argins
(4) Place Tabs

l2;. How do you change your default frle location ?
(1) Choose File / page Setup
(2) Choose Tools / Options
(3) Choose File / properties

(4) Choose Edit / Files

13. To add an additional row to an existing.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 roolbar

14. Where do you frnd MailMcrge command ?
(1) Format/MailMergc

Q) FilelPage Setup/1\{ailMerge

(3) Tools/lVlailMerge

(4) Insert/lVlailMerge

15. PaintBrush belongs to the
(1) Accessories group

Q) Application group
.(3) 

Main group

(4) Sctup group

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 frle with same name and location and Save As lets you change both
(4) Save lets you change the frle name, Save As lets you change the location

17. Changing the appearance of cells in context of EXCEL is
(1) Edit e) Format
(3) Align @) Change
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18. Putting data alphabetically, numerically or chronologically is called

(1) Sorting Q) Filtering

(3) Formating (4) Searching :

fg. A type of application program which manipulates numerical and string data in the form of

rows and columns of cells is a

(1) Cell Q) SPreadsheet

(3) Worksheet G) Database

20. A present formula to perform specifrc calculation is a

(1) Formula Q) Function

(3) Formula bar (4) Autosum

21. Intersection of row and column is called

(1) Formula bar Q) CelI

(3) Intersection Point (4) Cross ,

22. The formula that will add the value of cell D4 to the value of C2 and then multiply by 82

is

(1) (D4+C2)gB2 Q) 94aQl*82

(3) =(D4+C2)*B2 @) =(B2g(D4+C2)

23. If a cell shows ##### it means that

(1) formula has a sYntax error

Q) 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

@\ None of the above

24. A cell labelled F5 refers to
'l'"

(1) row F column 5

(2) column F row 5

(3) function key F5

@) functions available in the cells

25. Which of the following is a valid arithmetic operator ?

(1)

(3) >= (4) =

26. Printing handouts instead of slides

(1) is mandatorY

(D is not an oPtion

(3) saves time and PaPer
(q is difficult to do
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27. You can change the wall paper on your computer by cricking
(1) DisplayAMall paper
(2) Display/Appearance

(3) DisplaylSettings
(4) DisplaylBackground

28. If a dialog box has 4 radio buttons in the same group, one can choose
(1) Exactly one of them
(2) Any number of them
(3) Exactly two if they ar:e grouped in different columns
(4) None of the above

29' 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) Microsofb program is launched

30. How do you set up columns on a WORD page ?
(1) Select text / Press TOOLS / COLUMNS
(2) Select text / Press TAIILES / COLUMNS
(3) Select text / Press INSERT / COLUMNS
(4) Select text / Press FORMAT / COLUMNS

31. Which one is an absolute cell reference in EXCEL ?
(1) (A1) Q) &A1
(3) #A#1 @) $A$1

32. Handouts are =-.-..- of presentation.
(1) Slides
(2) Compressed slides
(3) Slide show
(4) Worksheer

33. In PowerPoint we cannot create
(1) Graphs e) Texr slides
(3) Database " @) Tables

34. Pie charts can bc viewed as
(1) Single dimension (2) Two dimcnsions
(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

@) Any of the above

g7. 
'To 

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

function

(1) ROTJNDO Q) REMAINDERO

(4) Drv( )(3) MOD( )

38. Which one is the correct formula ?

(1) =$5+$10

(3) A5+A10

Q) $5+$10

($ =$A$5+$A$l-0

39. Which symbol is used to change a number as a label ?

(1) Underscore Q) APostroPhe

(4) None of the above(3) Equal

40. Which one is not cotrectfor Paste Special command ?

(1) MULTIPLY Q) TRANSPOSE

(3) COMMENTS @) 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 compute" -

42. Which of the following is not a type of Autolayout for PowerPoint ?

(1) Slide (D Chart

(3) Bulleted List (4) Table
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43. Which of the following is not a feature of PowerPoint ?

(1) Custom Animation

(2) Slide Transition

(3) Graphic Transformation

(4) Customise a S]ide Show

44, Format Painter is used for

(1) copying a graphic

(2) copying and paste formating

(3) changing background colour

(4) editing a picture

45. You cannof 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

46. What is the DOS command that displays the contents of the disk drive ?

(1) DIR (2) VER

(3) FrLES (4) A :

47. 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

4E. 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

49. Individual computers in a network are called

(1) Workgroups (2) File Servers

(3) Workstations (4) LAN's

'60. 
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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B State whcther True or False (Questions number 5l to 100)

Note : In the following 50 questions, marh 1, if the statement giuen is true 'and. 0 if the statement
giuen is false.

51. 'Ctrl+O'is used to open a frle in MS-WORD

52. You can call a slide, a good slide, if it successfully communicates the complete message.

53. The term for a predefrned computational task in a spreadsheet program is a 'formula'.

54. By default Tab stops are set a 1.0 inch interval from the left margin.

55. It is not possible to select a tabular form on a slide.

5 6 . T h e k e y b o a r d s h o r t . c u t t o p r i n t a d ' o c u m e n t i s C t r l + P .

57. The'Thesaurus'lists both the synonyms and antonyms for selected words.

58. A file with an extension of .EXE, .COM or .BAT is probably a document file.

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

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

61. 'Paint is used to create bitmap frles.

62. To insert a new slide press Ctrl+M.

63. When you use calculator, you have to always use keyboard to enter numbers.

64. A double-click in Wordpad is used to select a paragraph.

65. Notepad and Wordpad both create mainly text documents.

66. A Read Only file can be both viewed and'edited.

67. 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 intersection of row and column is called a Box'

70. The mathematical operations that are given last priority are exponents'

7L. The result of the formula = (12 - 4)12 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 b 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. F12 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'

7g. .l'he Page orientation that displays a page horizontally is Lengthwise'

8 0 . F r e e z e P a n e s c o m ' m a n d i s p r e s e n t i n W i n d o w M e n u .

g1. 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 to cell's format.

g4. The default format for numbers is Right aligned in MS-EXCEL'

85. Zero values can be suppressed in a worksheet'

86. Number formats can be applied to all columns'
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87. Borders in EXCEL cannot,be'coloured. , , . :. I : :

' 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 fire extension is .doc.

91. Normal view contains an outrine pane, a slide pane and a Notes pane.

92. The currency format is the only format availabre 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 sizc is g] * 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 whore 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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fr.sTr$.fr. -s(E+H)

qEfube F{ o,qErr (m.sn$.fr.1

rrdid qten

qfq, 2006

+.3n$.S.-b : qrnslttrrc oilfuH

€rl4 : 2 qae qftrqaq ei6 : Loo

i a :
(t) wif w att feoaT dat n6 rrz{Eer a at qq ao fiflqrq go- *r-i # ftq + ql t
( i i )  l r z rw t r coysad  r f f iW  d l s , #  wqq r l q f f i  d r * i d f f i  add r
Giil scTT wit + rid sqa d 1
(iu) xdo yw 6r tEd q-fr d rar f r qR W 0 ril?r6 ra0 w frqrl artq qq di qr

rrn Eq rq d a) rs w{ w ep aia Rqr wqrn r
in qSffi (vgr {iqr r t eo ro)

ie : ffifua sp"i C ydo xw +frq an fuq@ Fg rq d, Ara 0 qn ufi al som
d r *rd rar *) l{il{ wNeF w riaiftn +irn7 fr enfu ql r qR dd * rar g-d ad
a), pi sn7 W @ # erEra ai r

l. qo ffi fr qsq (Mouse), ffi 6qr ffi (Display) t oil{qf{ (Icon) ql fqsnT t, E}-dT t

(1) qe 4lqlf (My Computer)

(2) qaRdR{ (Explorer)

(3) 6trYd ftRT (control Panel)

(4) Z|FF ER (Task bar)

2. et-FF ER (Task bar) rI{ er{q (vr+) RcTqT qror t
\ \ .

(1) €d t-t (Start Menu) it

(2) glo qR (Scrol bar) if

(3) tffizTq @esktop) i[

(4) ? tr'avl il
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3. 'Cut't foq Ssilqdd (Keyboard) Vff-qa wr t ?
(1) Ctrl+C (D Ctrl+V
(3) Ctrl+X Q) Ctrl+P

4. qR us-woRD + Emrnq q q-s {rE d[ Bqrc{T (prominent) d, d, qiTqT rrq sqd, sdfr
3161 qftqffi qt'n I
(1) Prompt (2) ffiC (Delete)
(3) Fil"= Gota) (4) fiz @ri't)

E. qR us-wolD + qtdr+q fr qo +{'ns +1 qs cFrd t Ee-fr qqE qr RrE (A qT+) s1
qs-{n €, fr q6 fuqr +t qR'{Tfrd r}-fr t U
(1) t}a 1po1"1"; (z) FFt+a (Relocate)
(B) ffi (copy) (4) {e (Move)

6. Fq if t qh w effiqr qr rqrarur t z
(1) ROM Q) CPU
(3) qRq)-d (Motherboard) (4) ud g*+ gr{-{r (Hard Disk Driver)

7. !S {T{ufr (rabre) fr sflq* q,ft d !S +f, t s+TA q 6tq Ei 6S A qrfr t ?
(1) & ouul (2) fvne (sr'inl
(3) (dt (Enter) (4) Ctrl+Enter

8. !F qq-{d (MS-woRDl t q+ ffi-+q sl t-td q.{i + tcq qr"r t
(1) $]-{FT (File) ii qrs-t/ +-s zo (Send to)/tf, (Mail)tRnftz (Recipient)
(2) t-te +o'+ feT*el * sq it qrfo sl t-q (save) q;G

@) qd qrtdr$ siqEltq t

e. q-66 SFFI (spelting) qrfi vt-< + q-{A sTeriitrq dfrT m sfq 6{t } toq sugm f{driq
Errlr
(1) '6q' 

lToolsl +) ga6q7$fttT (Spelling)

Q) rz q) wr(
(3) {r< qt qrsq qFT q) rnz-fu* qt
(4) w{ffi qsli

r0. ErFi ("iehr) qftrq qr vtqqivr + fr-iTtr *, tdq f{ftq t
(1) qffe/qtri fudlq (FormaVAlign Right)
(2) Ctrl+R s) (dI(

(3) Tools/Align Right t|t fffiS 4t
(4) fqq qTEqivl 6T oirq fdn wil qrdA t ss vt ks at

(B) qd wonu s) gA qs-t gq 'sT[scEs' (outlook) q] slRErT (€d) st sil{ w-q-m s}
{6r{ st
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t l .

12.

r3.

14,

lfs +q q{ qTffi'{ (Margins) q} q-{d} + fdq sqq}mT fu6 strn
(1) FilelPage Setup

Q) Tools/I\{argins

(3) Edit/Margins

@) Place Tabs

ffite s.rtf, + 9i (locationl *.t enq *g c<if;f Z
(1) 3i rl" I tq +caTq (page setup)
(2) {i Toots / Options
(3) gi rlu / xfTflq (properties)
@) gi nait / Files

!F +{< qrurfr (table) if qs oTfrkF .ifu Go*) d q\gf * fdq
(1) Table $;lt5{/qtrJ ltrrs"rtlRows Above II Rows Below
(2) <TF{ t{-{c) qrsq {eT st EFd-qrd 4Ts
(s) sTr€'fr qfu + ei<T qt rau q] eqr(
(4) &d {irqR qt '}sw qt.s d-$s' (Tables and Borders) TZ;r s} fuffi si
tf,{$ (MaitMergel oqis sTrrd qd qt ffirn :
(1) qT+c/tf,Erd
(2) s't-{f, (Filelrhq +d3Tquteqd
(3) qN/+mqd (Tools/IVlailMerse)
(4) {{-ttdqd r(Inserr/VlailMerse)

15. I-{${t (paintBrush) +dI t
(1) q+Sfr-q (Accessories) +t{€ fr
(2) qR}t{r4 (Application) H{d fr
(B) tq Wruirr) q{d t
(4) tEe+q (Setup) qTd fr

lG. tq (sarr") s*{ +q !F (save As) C ar<-{ e
(1) sddri HFT.F qEmwf Tfr e
(2) (S ctrt+s, EF{l ctrl+A B
(3) tq (s",,") Bilq-+} cS qrq t sft sel q'r6 qt rifudr (qr$-el d +q Sd tflT t nqrt-q es (save As) iHTr+) +it' +) r""+ t" t
(4) frq (Sav") '3Trrd Hr{f, 61 q|q q-qd} frr e, tq q-g (Save As) 3rTqd q.td q-{d}

t-dr t '

17. EXCEL + {r+f fr t-f, + nE-fr-dwT fr q-con t
(1) @a 1Ba11;
(3) 3i-flEq (Alignl

CIC-5(E+H)
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18. 31iq$ (data) d' eiq1t"* frq ii, 3ffi'+ ffiq ii qT qrr{T t mq t isi +i 4€i t

le. qiq+{ 6qRIT (qdteri nhq) ff qs ffiIi $ eiaii + W 3+{ Yrdt * qffi-i d

t* + t tno'rl'sil{ Efrdq (columns) * sq ii qR-qlffi q-{f,l t' t '

(1) dtrlT (sortins)
(B) qffrftlrr (Formatins)

(1) to (c"ttl
(3) T4ilfre (Worksheet)

(1) qitdr
(3) qTtf,r qR

(1) (D4+C2)'IB2

(3) =(D4+C2)rB2

e) FFeeRq (Filtering)

(4) gffiq lsearching)

(2) ffie (Spreadsheet)

(4) glilAq (Database)

(2) r#qT4

(4) 3{Aqq (Autosum)

e\ 94aQl*82

@) =(B2I(D4+C2)

(2), t'

(4) =

20. qs mq wFT (A-dgA{H) s1 q-{i + fdq Td-f{-riRd (firiu) W t

2r. t (no*) eilr 4iq-q (column) t q<d:< ({€G-+{Hl q;} q-or qTdT t

(1) qqET qR (2) td

(s) 3r<dq ({;rG-+{q) ftE (4) *fs

zz. q6 W (qnfdT) q) o+fr-m t qrq d c2+ qr{ t Sg'Tr 31h n6r szt 1w qt'n' qd
r\=
e

zs. qR qs te *+*++ q{tdr t, fr sq-dr Fdffi t
(1) W (qru-er) fr t{qru (Htr) +1 'rd-fr t

-----'-'-s- of- 
".E* 

+ {q{ fr1 @ + ldq t rnow) q-gn A d-e tQ) cr."hrcili 
# s'Jft; +mot t"(3) qq{ t sfr i'tqii d RsTt + fmq Eff,q qg-n I

(4) *S6 fr t +ti Tfr

24. Fb EFd qq +f, q-drdr t

(1) t (now) r eT-em (column) 5

e) *ioq ni s
(3) ritre-rq tTsl "u@) ftii n srf,d{ s-srd

25. fi.q fr t qlq qr qret 3i6TFr-frq q+rr* t u

26. RT-€i (slides) * qqrrq ts3lcqg (Handouts) Fre qrqr

(1) enf{qd A
(2) q+ tr+-w q-fr e
(3) qqq 3+{ 6.rrq +1 qm't
(4) s.c+ etrq t
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27. qTG q'qz{ * qre qq{ s} slTq q(m e-se t m} ga61 1
(1) ffilef€ tqt (nisptayAVatl paper)
(2) ffi/qqhts (Display/Appearance)

(3) ffi/tfarg (Display/Settings)

(4) RTd/deqfsg (Display/Background)

28. qR q+ qq"flT dr.RT (Dialos box) * qrq qs E1 q{d (gq) ii + tffi Er{ t, ni d€ g{
qs,dT i
(1) 3qt t *qe q+
(2) s{n t rq-d-ir qra
(s) qR a 3iqFr-3ftl{ Et-flq q t di }ic-d A
(4) .!ts t t qt$ .rfr

zs. qn tszTq q1 urdi qrrd q{ rnsq t {Ez fus qt, n} wr EIITI ?
(1) aqr *+.qts-B qq qrwfl

(2) efFF qR orffi qIW[

(3") i1 qgf, t] qTq'Ir

(+) ql{frTfw (Microsoft) qhlq 3lTrn1 6} qt\qT

80. q* woRD * ye' qt 3ITs EfdtT (cotumn) $fr qa(| I

(1) q-{qt{T (rext) 4l ffi-€ (Setect) s-{ / qN Z qieq q} qqrs-t

(2) qqqi{ q1 R€ fil / }+f, / 6idq q} q++r
(B) qEqRT qi, ffi€ 6{ / {{d 7 *ior ql eqr-*r
@) qqqi$ q1 ffi-€ q-q 7 qT*e / 6iHq q) qqrs{

Br. Fq fr t qh qT EXCEL fr FREqT te fdB-*r) {E f t ?
(1) (A1) (2) &A1
(3) #A#1 (4) $A$1

sz. |swsry qE-fi-d{uT +
(1) wl-{s
(2) 4d{g fdf{S (Compressed slides)

(3) Tf,|q-s ril
(4) TSTfre

BB. q-{{qre (PowerPoint) if 6q Filtrr ad.m €-64 t
(1) ndf (Cr.phs) 4'I (2) qqqi{T WI-{et (Text slides) 4'T
(3) SlzTtq (Database) SI (4) ffi 0"Utes) 4]'

s+. qli qd (pie chart) q) _ Fq ti tor qr v+or t r
(1) q+-o emrl e) A 3tTqrqi
(s) lst eir A qtqni (4) A sth d1q sil-qTql
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85. qrEqt{T q} frrA€ o.C fg{il mr ed e' +] R€ qcqr (gr{') r
(1) qs $q
(z) * 6t erfl
(s) qs qqlf qrfi qT rrgld E{draq
(4) 

"q{il 
t t +t$ S

s6. MS-EXcEL ql strqrd
(1) ffiq fu{tuit, qrqn TriEqn +)
(z) sifr-f, dE), sTrfffii 6)
(s) €fud +--dr7fd (fuw{rJ), stfrfr +effi, Erq q}
(4) w$-s t n +)$ S

87. q+ {sr qd qrq anr f++rfo qt} + erq q} ,+r'r tq qqar t sS Fileri + idq ExcEL
t - ssld 16rr.1ion) q,I {Sffi oG t r
(1) ROUNDO (2) REMAINDERO
(3) MOD( ) (4) DrV( )

Be. A{d + sq if q+ {sr 6} qdm+ + fdq +h qr Ffrs F*qe f+qr qTdr t ?
, . (2) Apostrophe

r+r eqtm fr t 6t$ Tfr

40. paste special H'rIiB + RTq F{t t +h w vfr rA? t Z
(1) qffi (MULrrpLy) (z) F;q+s oRANSposE)
(3) 

"iw 
(coMMENrS) (4) ftr+ tlnvx)

4r. lfs ;HI qrE{qF;e (powerpoino s{Strfipr FlqfufuT tr.0+ t zt? qqrqr w v+'m t ,
(1) q+ srcil fq*l Fqtfrq.ruT srr s"r
(z) *f-i +Ce ffi (autoContent Wizard) qr Vdqro 6-{*
(s) nq-fifioT ffic or sqre oth
(4) Rr*if d qqa fr *q s-rt + ldq dtfi qi gfrqre oG

42. qrqrqr{€ (PowerPoint) + ftTq efz} fuTrse (Autolayou1l61 fiq fr t 4h qf TsR 13?
t z
(1) wr{s

Br. F{t t qh qT vfr q{ 1qf{er) t z
(1) =$5+$L0

(3) A5+A10

(1) Underscore

(3) Equal

(2) '  $5+$10
(4) =$A$5+$A$10

(2) qrJ

(4) fqm

( 1 8 )

(B) S02s fd€
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frq fr t sh qT qrflqr{€ 6I dqlq 7d t ? '

(1) tFgq tF{iTH (Custom Animation)

(2) wr{s ?iHflq
(B) nFn#q sq<Kq (?iqqfiiYn)

@) 6,grTf{S q Wf{g ii (C"rtomise a Slide Show)

qTte +5r (Format Painter) 4T {dqrd t+,qr qIdI t

(1) qs qTFr-d fr qFdfrfr t feq
e) si{z (For*at) fs( gq 41 qifi (copv) 3ft t€ (Paste) s-G * ffl

(s) dq.'Jrs€ (Background) + trr d q-q€i + fdq

(4) qfr frr d qBtrT (vrq-qF) fii + ff,q

3ITq wr{s qtst (slide Master) s,r {Sqrf, d 4,i sd,A t

(1) q.fi 61rEEii (Slides) Or tlqtq1-q q;q1lq1-g-q (Customise Animation) q;G + ftq

(2) qS weii t 5at (qq+tq) @ * f*q

i31 q,fr wr$st (slies) tf wr-fs qifr{H (slide transition) - nf t fdq

(4) qrfi RTS+i q qs 6sri'i6fl3-€ etrn q teq

qs Ew gr{q (Disk Drive) q'r qRiYr ffi qff,I Dos 6qig qqr $ r

(1) DIR

(3) FILES

(2) vER
( 4 )  A :

(D Browse

(4) MS-DOS PromPt

(2) Alt

(4) En

gis
rcrfi

6& snTq* {*{q (worksroup) + wdit qt qfi + fdq Mq +,r +t{ qr err+il{ (Icon)

flq q.{dr t ?
(1) My ComPuter

(3) RecYcle Bin

CtC*5(E+H)

47. \rs tgr qFdh{Tq TdTt + fdq qi €d tt (start Menu); 3qft+a Tfr t, 31q +t+vr

6qts g*qrd fi sdFe t ?
(1) Run

(3) Command

4& qR sTrq Hrfl E€ (Line Tool) t q* sTg5q (Horizontar) f,rfl 6T FHfur 5"€r q6a t, fr

qlE u1 Sfr d frA (cffi{ rc}i z
(1) ctrl $-S
(s) snirt $'fr

4s. q{ q|ersql(ffi) ii Fiql 6'qet q1 6-6r qldT t I

(1) q#.cq Qt sr{€ sdc
(3) {ffi{Fq @) LAN'S

(2) Network Neighbourhood

(4) My Documents

( 1 e ) P.T.O.



EI qf,r{q FS t ril q1ril (qgq ri. sr t roo rq.)

qh : a?l so y-er Rg' zzq' d t qtr fmr rqT 6Tt €-d d al t eifu al, BrqET s€ enq
w o aifu *,l, qR qrq qad al t

51. MS-woRD ii 'ct"l*o's.r qqlq ffi qrro (fite) d ffi + fdq foqr qr v*ar t r

52. uq K* Frss dl siEdi wtEs H€ €q,t t, qR qo qq,-iTdrfds sryf €fur +] sTfirdrfr
q-rqf f i t  r

53. qs ftEfre fiJrq fr V* $-vpqgo srFrser+q st-4 @rederrned computational rask) {g'qr 16{m)' t r

54. Hee 6q it *q o'ul eTq qrq qrfr{ t r;o Fq + s4-cxrc,T q{ t r

: 5b. qs wr{s (slide) .l-t qs fu* (Tabular) srFFR s} giiT 
""*q 

rfi t I

86. w qkil+q fr-c fi-ri + ff,q ctrl+p $Srdf, vf-J-qa t r

57. g+ q vqit t fdq 'fW{q' 
lrhesau'usy vrr+r*+ $ilr ffi-drpfs +n vteii q} q-fRE

orar i r

58. .ExE, .CoM qT .BAT + fqRR (extension) qrfr qrfe sr{q-r+dr q,s ffir+-q qrfe t r

5e. nos frt€S (Prompts) q{ 3{TtT fs{ sRTii q} argq q-G t r€ q.qe FIr{;I (command line)
o6r vrar t r

60. tseTq (Desktop) il .+rrqr{ (rcon) s} qR stTrl sffiT n} q6 q* ffi" (windows)
i t gemt  r

6r. Mq (Bitmap) dfu*Bii + Ffitur t lqq t'e eri't) {sqrf, fuqr qtdr t r

Gz. F Tq RF{s qn Fqc q-ri s fdq"ct"r+u cqtq r

6s. st e1q qffir 1*-eE+al sI Ftqrf, s{i t, A enqd \ispif e1 sFfi (qerl t
fdq ttw 5mre6 F*qTd qr+r dqr r

64. q-dfu t qs sEo Rr* sr sfrqr€ s +{rns m T{i + lf,q fuqr qrf,T t I
65. ile+s sth Tets <tif gw wq t qrosivr q{dr+$i *r frqtrr *G t t
GG. q+ 'ts 3m' (Read only) {ifuqr sl +i qqr sTh qqrRd fuqr qr v+-cir t r

67. !tr *+86 q fufrc (Default) ++ryitdi qi €qr s i r

c lc -s (E+H)  (20  )



68. EXcEL fr q* 1vffim) = t E1 sil-{Eq *m r : ;

6e. t Go*) sh qfm (column) + 3ltd.fi ({a{s.+qr+) q} q+ ffi Go"; o61 vrar t' r

70. €qt sTff,q qrqtrq,dr qrdi rFrfrq riffi q16 1q-*qlia) nt-fr t t

7r. w (q,fTf,T ) = (r2 - 4)/26I gf{ulIIT 4 E I

72. qGr stTrr EXcEL t qs Rrfr+flq fi sret t n) st+ q{ q6 'R 
i'r ei q-S ilr fqEd E}dr

t r
7s. qrfi qs-{d t eqvn erm \s Hc (remplate) rrT qttrT +l sq-p* q-r esil t r

74. qF( qs wr{s fr s gilry (Buuets) sth +t$ vo-gdzg (sub-bullets) Tfr E}, fr ffi giz
ti qa q) gdc sFdd !s (qt wr{s q+rar t I

75. eirq *-*e Rn{s { (sride view) if fr wr{s q-qr v*.t t r

76. ffiq fi 't€s' (Help) q} RTJ q{i + leq prz $-fr dr (qrqr q-dT t l

77. fiz Ciqi (print Manager) ffi ql frar t l5s qlu w t sqru E€I}q M fr sqsl +-{
t m t  r

78. MS-woRD ii enq fuq .R Fi-s drFii t n-<qi q) t-s €-.Fe t | :

7s. qq 3ilRrq+{F (page orientationl q} q6 i-q d stEqreT (Ilorizontal) 6q ii E{fdT d, qd

dqr{ tt dar d r

80. ffi h (window Menu) q fi-q t{ (Fr."re Panes) qqis sqFPl-d E}-dr e

8r. sr BlTs +Tfr (copy) q.qis ET {dqriT s{t t n} ff,q t-€ ql qTql effir d-dr t {d gs
q]d qgi * anr Er{dr{a ffuR-c) d-ar t r

Bz. +d +si (spell checker) +1 gF +-{i + fuq rz q} <erqr qrdr t r

83. wr 3TN q+ €cqr 41 sTda (qn{ s{t) t, fi ExcEL t-d + qTile t eqvn ss risr
o) qr+ e-{rdr t r

84. MS-EXCEL fr {srcil * feq fsqt-qz qTfa (o"ruult rormat)Erqf qtfu-d ntor t r

88. \rs {ffie fr dri roi * qn q} t-fi qr v{-dr t I
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87. EXcEL d ffi Gfdr) qEi d {'rfrq r-fr f*qr qr v*or d r

88. qrqrlar{€ (powerpointt if ory qqi frr* or qftqrd +fr oq voi d r

89. {dF xtr--frsrul (Presentatior') q) qqri q.r ogd A-q ffisT 3,fA q'ee ffi (Aurocontent
Wizard) sT S*qrf, fiqr t I

e0. vd enq ffi 1qfusr q) +q te ffi"u page) t Fq ii tq (sa.,,e) q-rt t, d qrs-o or
qffi}ttT .ao" Elor t r

91. qfqTq EW (Nor-al vicw) ii q* 3ll-$ef,ffl tq (O,rttirre pane), q.F. Wl-{g t-q (Sha" pane)
eil{ qs .q iq (Notes pane) E}-dT t I

sz. S@Fii + fuq Tn (qHy qffu 11 W'qlr glRrer qT+e t | ;

e3. qlq{ql{€ (PowerPointl if q+ q-{qi{T si ffid (<Ea) q-cqr ed x}+gt fr qTEqi{T +l
$qGa (qbe) o.it + vqn al t r

s4. ffi iq re{fl-c 6T qrrT 'qi4qfre1' Eqfiz 6q t et'n r

eb. qt'rd tqr fir oq-* r; x 14 F{ etar t r

eG. ffi qwrnq t 'te-teilsc 
E{q' EFr sqq}'r tg1 aqr F-a-r +l Eqrt} deTr of gq yts qr

qr{qieT al qq€ir +) M + fdq fuqr qror t r

e7. kq r,T +s{T (qm t+h) d gdprqT t qe qryt rc-fifiuT + fuq eq t}fr r

e8. MS-WORD, MS-Office Sr g5q-1 $rqrq t REn E-a+c or qqtJ t r

99. ffi-q 9b (windows 9b) ii qs gr{kQ (Directory) +1 +"gr (Folder) o-O qrol d. r

r00. 'DLL tFT qteq d gF5, frA'q dlgit (Disk Language Library) |
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