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General Instructions:

1. Please read the instructions carefully.
2. This Question Paper consists of 21 questions in two sections: Section A & Section B.
3. Section A has Objective type questions whereas Section B contains Subjective type questions.

4. Out of the given (5 + 16 =) 21 questions, a candidate has to answer (5 + 10 =) 15 questions in the
allotted (maximum) time of 2 hours.

5. All questions of a particular section must be attempted in the correct order.
6. SECTION A - OBJECTIVE TYPE QUESTIONS (24 MARKS):

1. This section has 05 questions.

ii. Marks allotted are mentioned against each question/part.
iii. There is no negative marking.

iv. Do as per the instructions given.

7 SECTION B - SUBJECTIVE TYPE QUESTIONS (26 MARKS):

1. This section has 16 questions.

ii. A candidate has to do 10 questions.

iii. Do as per the instructions given.

iv. Marks allotted are mentioned against each question/part.



SECTION A: OBJECTIVE TYPE QUESTIONS

Q.1

Answer any 4 out of given 6 questions on Employability Skills (1*4=4 Marks)

Marks

Why do we use e-mails?

a) allows communicating essential information or messages to a single or several recipients
at the same time.

b) To share documents and files.

¢) To keep a record of communication.
d) All of the above

In the acronym of SMART goal, ‘A’ stands for
a) Achievable

b) Account

¢) Admit

d) Analysing

ICT stands for

Rama has two people who work for her. Every day, she spends one hour with
them to learn about what they’ve done that day.

a) Creates a new product

b) Divides income

¢) Manages the business

d) None of the above

Which organisation has made the Sustainable Development Goals.
a) United Nations

b) League of Nations

c¢) UNICEF

d) World Health Organisation

Vi

Which of the following sources of energy is from a renewable source?
a) Solar energy

b) Wood

c) Coals

d) Petrol




Q.2

Answer any S out of the given 6 questions (1*5=5 Marks)

Marks

Which of the following styles is not offered by Writer?
a) Page Style

b) Frame Style

¢) Video Style

d) Character Style

1

Drag and Drop method cannot be used to create a style.
a) page

b) character

¢) paragraph

d) lists

i1

In Calc, the comments are added
a) automatically

b) by author

c) by reviewer

d) all of above

v

refers to cell G5 of sheet named My Sheet.
a) $My Sheet.”G5’

b) $My Sheet ’G5’

¢) $ ‘MySheet’.G5

d) $ ‘MySheet’ G5

The raw facts constitute

vi

describes the manner in which data will be stored and retrieved from the
Database.
a) Data model
b) Data plan
c) Data design
d) Data hierarchy

Q.3

Answer any 5 out of the given 6 questions (1*5=5 Marks)

Marks

Which of the following tools makes a picture appear like a painting by reducing
colours in the image?

a) Posterise

b) Aging

c¢) Invert




d) Relief

il

The contents in the ToC are hyperlinked in the table. (True or False)

111

Which of the following is NOT true about Table of Contents, Index or Bibliography

dialog box?

a) It has four tabs

b) On the Type tab, by default, the checkbox for Protected against Manual Changes
option will be selected.

c¢) The Styles tab contains options to change the background colour.

d) None of the above

v

The Module of Macro can be executed from the IDE by pressing
a) F3
b) F4
c) F5
d) Fo6

Radha wants to Group the data in calc. Which option she should use to group the
data.

a) Data— Group and Outline

b) View — Group andOutline

¢) Insert — Group andOutline

d) Tools — Group and Outline

vi

is a real world object about which information is to be stored in a
database.
a) Cardinality
b) Attribute
c) Tuple
d) Entity

Q.4

Answer any 5 out of given 6 questions (1*5=5 Marks)

Marks

LibreOffice Writer supports up to levels of headings .
a) 11

b) 3

c)5

d)10

il

Which of the following feature of LibreOffice Calc provides different ways to record
the changes made by one or other users in the spreadsheet?

a) Data protection

b) Merging Document

c¢) Record Changes

d) None of the above




il

Which type of Style is applied to format the comment box.
a) Background color

b) Transparency

¢) Border Style

d) All of the above

v

The data type used to store digitized images and sounds that comes as long
string of zeros and ones.

a) Boolean

b) Binary

c¢) Character

d) Number

Workplace safety is essential in organisation
a) to avoid the accident and injury
b) to increase the productivity

¢) to improve the work environment
d) All of the above

vi

The proper security procedures will increase
a) liabilities

b) insurance

¢) business revenue

d) operational charges of the company

Q.5

Answer any S out of given 6 questions (1*5=5 Marks)

Marks

In which of the following forms can a data value be represented?
a) Numeric

b) Character

¢) Alphanumeric

d) All of the above

i

Repetitive use of muscle may feel pain in your
a) neck

b) shoulder

c) wrist or fingers

d) All of the above

il

In fire classification, all liquid, grease, and gas material comes under
a) Class A material
b) Class B material




¢) Class C material
d) Class A material

What are the potential causes of hazards at the workplace?
iv [ a) Poor ventilation 1
b) Poor lighting

¢) Poor housekeeping
d) All of the above

v | The keyboard should have a matte surface to avoid glare 1

A is a feature of a database using which we can enter data in a table in an
Vi |easy and user friendly manner. 1
a) Query
b) Table
c¢) Form
d) Record

SECTION B: SUBJECTIVE TYPE QUESTIONS
Answer any 3 out of the given S questions on Employability Skills (2 x 3 = 6 marks)

Answer each question in 20 — 30 words.

Q6 Define the term Stress. 2

Q7 Write any two advantages of verbal communication. 2

Q8 What are the different types of threats that are responsible for leaking information from 2
computers? Explain briefly

Q9 Define the term Sustainable Development 2

Q10 Write any two qualities of an Entrepreneur 2

Answer any 4 out of the given 6 questions (2 x 4 = 8 marks)

Q11 What are the three ways to insert an image in a document? Write the steps of any one 2
procedure for inserting an image in a document.

Q12 What are the two types of hyperlinks in calc? What is the difference between 2

them?
QI3 Write any two advantages of DBMS. 2
Q14 Write any two advantages of data analysis tools. 2




Q15 What is occupational overuse syndrome? 2
Q16 What is an emergency action plan? 2
Answer any 3 out of the given 5 questions (4 x 3 = 12 marks)
Q17 Consider the following table SHOP and answer the following queries . 4
TABLE: SHOP
ID INAME PRICE QUANTITY
101 PENCIL 5 20
102 PEN 10 15
103 SHARPENER 12 24
104 INK 20 12
105 SCALE 10 30
a) Which column from the table given above is used to store the records uniquely?
b) Write the steps to generate a query using design view to view the quantity above 15.
c¢) Write one candidate key in the table given above.
d) How many tuples are given in the table?
Q18 Differentiate between one to one relationship and one to many relationship. Give 4
suitable examples to explain your answer.
Q19 Explain any four emergency handling procedures in a workplace. 4
Q20 a) How is resizing of image different from cropping it? 2+2
b) What are styles? Write the advantages of using Style over manual formatting for
designing a document.
Q21 Define the following 4
a) Goal Seek

b) Subtotal







