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Note : There are two sections in this paper, namely 
Section A and Section B. All questions in 
Section A are compulsory. From Section B, 
answer any three questions. 

SECTION A 

Note : Questions number 1 to 10 are multiple 

choice type questions. Indicate the correct 
choice. Each question carries 2 marks. 10x2=20 

1. Which statement is true for an 'option button' ? 

(a) It represents a group of mutually exclusive 
options. 

(b) More than one option can be selected. 

(c) Both (a) and (b) 

(d) None of the above 
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2. You can close MS-Word application by 

(a) Ctrl + S 

(b) Ctrl + Z 

(c) Alt + F4 

(d) None of the above 

3. In MS-Word, border can be applied to 

(a) Text 

(b) Cells 

(c) Columns 

(d) All of the above 

4. To insert a new slide in a current presentation 
we can press 

(a) Ctrl + N 

(b) Ctrl + Z 

(c) Ctrl + M 

(d) Ctrl + Y 

5. Which of the following is a font style in 
MS-Word ? 

(a) Superscript 

(b) Bold 

(c) Page 

(d) Footer 

6. The maximum zoom percentage (level) in 
MS-PowerPoint is 

(a) 100% 
(b) 200% 

(c) 300% 

(d) 400% 

CIC-05 



7. In MS-Excel, which of the following is not a 
valid cell reference ? 
(a) $A$5 
(b) $B$6 
(c) A5:B4 
(d) None of the above 

8. In MS-Excel, which function is used to generate 
a random number ? 
(a) CEILING 
(b) RAND 
(c) LEN 
(d) FIND 

9. In MS-Word, single line spacing causes 
	line spacing. 
(a) 12 point 
(b) 18 point 
(c) 9 point 
(d) None of the above 

10. MS-Excel is a tool to 
(a) store •data 
(b) manage data 
(c) analyse data 
(d) All of the above 

11. Explain the different components of 
MS-Windows briefly. 	 10 

12. Explain how page margins are set in MS-Word. 	10 

CIC-05 	 3 	 P.T.O. 



SECTION B 

13. Explain how tables are created in MS-Word. 

How will you add rows and columns in an 

existing table ? 
	

20 

14. What is the use of MS-PowerPoint ? Explain the 

different view options available in it. 	 20 

15. What is a function in MS-Excel ? Explain any 

four MS-Excel functions. 	 20 

16. What is an organisation chart ? Explain 

how an organisation chart is created in 

MS-PowerPoint. 	 20 
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2. aTict MS-Word 39747 	A* 	t 
() Ctrl + S 

(() Ctrl + Z 

(TI) Alt + F4 

(ET) ZWIT 14 cbiRtf 

3. MS-Word A, 	 Sandi t I 

	 (Cells) 

(TI) chioii 

CzO 7cRIT Tr* 

4. #1.7T 	 (99R) A R-4 	 sio4 
tich 	t 

() Ctrl + N 

Ctrl + Z 

(TI) Ctrl + M 

(14) Ctrl + Y 
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(g) 

(T) 47 
cz0 TeT 

6. MS-PowerPoint A alfwaTr 1 chk 	3fra7rd 
() 
M 100% 

(1) 200% 

(7) 300% 

(1E1) 400% 

CIC-05 	 6 



7. MS-Excel 4, 14-1 Ri 	R i 4 4 -4-4-4T 	(cell) 
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(ET) FIND 
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	ttrtAltfit 

12 1-11id 
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