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General Instructions :

(i)
(ii)

(iii)

(iv)

(v)

(vi)

(vii)

1.

Please read the instructions carefully.

This question paper consists of 21 questions in two Sections : Section A
and Section B.

Section A has Objective type questions, whereas Section B contains
Subjective type questions.

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.

All questions of a particular section must be attempted in the correct
order.

Section A : Objective Type Questions (24 marks) :

(a)
(®)
(c)
(d)

This section has 5 questions.

There is no negative marking.

Do as per the instructions given.

Marks allotted are mentioned against each question/part.

Section B : Subjective Type Questions (26 marks) :

(a)
(®)
(c)
d)

This section has 16 questions.

A candidate has to do 10 questions.

Do as per the instructions given.

Marks allotted are mentioned against each question/part.

Section A
(Objective Type Questions) (24 Marks)

Answer any 4 out of the given 6 questions on Employability Skills. 4x1=4

(1)

The school is organizing a Career Counselling Workshop. Which of the
following will be the most effective method of communication to
inform all students of the school ?

(A) Face-to-face informal communication
(B) Notice/Poster
(C) Phone call

(D) Meet everyone in person

89
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(i1)

(iii)

(iv)

(v)

(vi)
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(i1)

(iii)

(iv)

(v)

(vi)

Which of the following is the most suitable term for the ability to
regulate one’s own emotions and help others also to do the same ?
(A) Managing emotions

(B) Harnessing emotions

(C) Knowing emotions

(D) Supressing emotions

Roshin studies in class X and is practising hard with a lot of sample
papers to get good marks in her exams. She gets up early in the
morning to study and completes her revision work. This is an
example of

(A) Self-awareness

(B) Self-motivation

(C) Influential motivation

(D) Emotional intelligence

A is a location where a group of files can be stored in

the computer.
(A) Folder (B) SMPS
(C) CMOS (D) UPS

Which of the following is a myth about entrepreneurs ?

(A) An entrepreneur should be confident and should be able to take
decisions.

(B) Every business idea must be unique or special.
(C) An entrepreneur should keep trying new ideas.
(D) An entrepreneur should be creative and should have different

solutions to the problem.

Which one of the following is the most important factor for
sustainable development and helps us become aware of our role as a
responsible citizen ?

(A) Sports (B) Education

(C) Business (D) Illiteracy
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few T 6 weaT 9 9 foredl 5 % s AT 5x1=5

() U= e T @R w2 | 9 disee R § % it giaam
H%?WWWW%IW@WWW (OpenOfﬁce erter)ﬁ

aﬁmwwaﬁtmé |
(A) 12’1’3(7\5[ (Styles) (B) SﬂTﬁ (Image)
(C) " us (Mail Merge) (D) WY (Preview)

(i) BT & H o 9T o SN, VT A WSS (Writer) H o RIS 941 o g %5
T AT | T B 1 SheTee ST =T | T2t (Writer) 3 38 FieifrRad

Y FH-T1 T et TEIHTe T TR ?
(A) TN (Aging) (B) W% (Mosaic)
(C) M9 (Sharpen) (D)  ©&(Smooth)
(iii) TS (Writer) # F=feRaa o @ sia-a1 sfa srerme fasew 2w & fiw grEn
JATesige USTAT & 2

(A)  Z9FUTSE (To background)

(B) ‘;’_\@Tﬂﬁ‘s’(To foreground)

(C) fo=rEe g ¢F< (Behind the text)
(D) o a9 (Back one)

(iv) T8 (Writer) i foiyar fafir yehm At sfiver Siferat
(heading styles) T STTHTRA & ST SHhT ST gEaTalst hi araft 7 g=h 34
& fere fpar ST 2 |

(A) ot 3iT% 2fET (Table of Heading)
(B) ¥ (Index)

(C) oad ATH chdd%l (Label of Contents)
(D) 39 ATH °hddH (Table of Contents)

) T3 (Writer) H oFTs ST &I B3l o T fehiee o
(default template) T |
(A) TIH I (Resume template)
(B) e e (Project Report)
(C) el g&aTes
(D) =X

(vi) WW(erter)ﬁ@WWW@%BﬁTmﬁﬁ%ﬁﬁﬁ
(headings) / 25eTH (titles) T LT e AN HIAT TS & SHAT I8 FEATAS

1 JEIATT H foRAT @ | I8 el il A% &, e URE / 3158 W AU e
W%ﬁ%%@t@ﬁ(wmer)aﬁ FfereT T ST L o1 € |

(A)  TheT =eTEe (Fill Style) (B) fiher %z (Fill Format)
(C)  TATg B’ (Apply Feature) (D) 3TTg shisket (Apply Character)
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Answer any 5 out of the given 6 questions. 5x1=5

(i) Ravi has to prepare a project report. He wants to save certain
formatting features and then apply them on the project report. He can
use the feature of OpenOffice Writer.

(A) Styles (B) Image
(C) Mail Merge (D) Preview

(i1)  During a recent excursion, Roshni has taken some pictures for making
a report in Writer. She wants to increase the contrast of the images.
Which one of the following image filters should she use in Writer ?

(A) Aging (B) Mosaic
(C) Sharpen (D) Smooth

(iii) Which one of the following image arrangement options in Writer
sends the drawing object behind the text ?

(A) To background (B) To foreground
(C) Behind the text (D) Back one

(iv) feature of Writer is based on different types of heading
styles and is used to give the listing of the contents of the document.
(A) Table of Heading (B) Index
(C) Label of Contents (D) Table of Contents

(v) is the default template for the files being created in Writer.
(A) Resume template (B) Project Report
(C) Blank document (D) Chapter

(vi) Shanta is creating a project report in Writer and wants to apply the
same style on headings / titles in the entire document as she has done

at the beginning of the document. She can use the feature
of Writer to apply the same format on each line / word, wherever
needed.
(A) Fill Style (B) Fill Format
(C) Apply Feature (D) Apply Character

[OEHD)]
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few T 6 weaT 9 9 foredl 5 % s AT 5x1=5

(1) Calc ® 3799 Comments Gﬁ?ﬁ * form — Track changes —
Comment foeae =L |
(A) File (B) Edit
(C) Insert (D) Data

(i) Wee #§ & % 3Me et * g Wesfie & A=, ¢ wr # d9ig

Tk ot foreTeh ShIfSTT |

A) ¥ ®B)
C) % D) +

(iii) IR T Ueh GHE & SIT TSRS H TUMHT & SR Seerdt aiReerfat
o SR W forfe=T forepedt ot @ist 37 qetT st o o feparm ST aeke 2 |
(A)  Sort (B) Filter
(C)  What-if Scenarios (D) Comments

(iv) TS fRT U AshIS (macros) I & FETHEURTad © |
(A) TIHTASTH S AT uR e (B) 2T O o1 Ueh shH
(C) ThTEgHE (D) oS ol Tk foree

(v)  Calc ¥ STgwRfcieh SATd @0 A WSS 19 o ©1Y T 1Y (path) feam mmarar
I3 T ST R |
A) feifes gewfes (B) fiyeree grswfci
(C) UsHITYL BEfcieh (D)  Wicel Ricish

(vi)  Calc ® I8 T (tool) HTUeh! T=TeTd &Y & UeH (cells) T Teh THE ST 3
TR ST T AN, HIEd & AH B AN i 6l STTANT a1 8 | 39

T (tool) 3 ¥ & T ST 2 |
(A) I (Sum) (B) 39T (Subtotal)
(C) %#H (Function) (D) HET (Common)
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Answer any 5 out of the given 6 questions. 5x1=5

(i) To add your own comments in Cale, select — Track
changes — Comment.

(A) File (B) Edit
(C) Insert (D) Data

(ii)) To add a new sheet in the spreadsheet, click on the sign
located at the left bottom of the spreadsheet.

(A) * B) /
C) % D) +
(111) is a set of values that can be used within the calculations

in the spreadsheet to explore and compare various alternatives
depending on changing conditions.

(A) Sort (B) Filter
(C) What-if Scenarios (D) Comments

(iv) The recorded macros are actually stored as
(A) a set of instructions in a programming language.
(B) asequence of data cells
(C) adocument

(D) alist of values

(v)  Which creating a hyperlink in calc, if the complete path along with
filename is given then it is an example of

(A) Relative hyperlink (B) Mixed hyperlink
(C) Absolute hyperlink (D) Folder hyperlink

(vi)  This tool in Calc allows you to create a group of cells automatically
and apply common functions like sum, average on the grouped data. It

is known as tool.
(A) Sum (B) Subtotal
(C) Function (D) Common
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4.  feuww 6 ywAi H ¥ fonedl 5 % ST ST | 5x1=5

G) wLEE HiweRR § NEe SwWE @ s M, e
(manipulate) F 3 TR 7 & fou R ST 2 |
(A) 3% (Ingress) (B) T3 (Writer)
(C) U< (Paint) (D)  fI=iST (Windows)

(i) ST AR AT 3R] 5hH § TR T T THAT i FETH
ST ST R |
(A) et (Filtering) (B)  2fehT (Tracking)
(C) =i (Purification) (D)  ®Ifém (Sorting)

(iii) forsi3AT® s@ (LibreOffice Base) % aw H, Hifseh qedi =l SF1d o =
fore, Frfefaa o @ $9-91 39 ST TR (data type) ® ?
(A)  wdl (B)  wiEl
(C) 9T (D)  EeR

(iv) S 1 ITINT ek DMBS H T AT SATET oA | IATH HAR
vefsfa ferar ST aeshar ® |
(A) T AR (Referential Integrity)
(B) €89 (Domain)
(C) %= (Query)
(D) Fice (Field)

(v) B [Ssed od 909, i bies | g farieh g9 ST i
T G [T SITAT & 1ok =1 [foT (invalid dates) &1 7 81 &9 |
(A)  heist (B) ERTE
(©) TEw (D)  FRFE

(vi) i fesTTe std @, W sgiaE (Form Controls) T (tool) siad (box)
W IUASH T (tool) T IWANT Foh I5eed (titles), &fem™
(headings) a1 9e-2f€™ (sub-headings) SIS ST Tehd ¢ |
(A) RIS (B) &
(C) e (D) Kl
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4. Answer any 5 out of the given 6 questions. 5x1=5

(i) is the database software that is used to create, manipulate
and manage data.
(A) Ingress (B) Writer
(C) Paint (D) Windows

(ii)) The process of arranging data in ascending or descending order is
known as
(A) Filtering (B) Tracking
(C) Purification (D) Sorting

(iii) With reference to LibreOffice Base, which of the following is a valid
data type to indicate the monetary values ?
(A) Money (B) Currency
(C) Rupee (D) Dollar

(iv) Data can be retrieved and displayed from one or more tables in a
DBMS using a
(A) Referential integrity (B) Domain
(C) Query (D) Field

(v)  While designing a form, it is suggested to get the date input by adding
the to the date field to prevent entering invalid dates.
(A) Calendar (B) Text input
(C) Timer (D) Number input

(vi)  While designing a form, titles, headings or sub-headings may be
added using tool available on the Form Controls tool box.
(A) Textbox (B) Label
(C) Title (D) Heading
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5. feumu 6 ywi v @ foredi 5 o ST AifSTT | 5x1=5

A i, e it A seamr i fufa g |
(A) o7 (B)  AIRiRCT
(C) T (D)  Gfskaar

(i) Tr=faRea o @ st &t (Class B) 3w amft 2 2
(A)  TW B M
(C)  Tor=Id IuehT (D) el

(iii) o AT T T TR G FHR AR T&W L 6 g
ez
(A) GolT (B) DolIT
(C) TolIT (D) SoIT

(iv) RSI®i®Ede |
(A)  Recurring Syndrome Injury
(B)  Repetition Symptom Injury
(C)  Recessive Stress Injury
(D)  Repetitive Strain Injury

) I fogm & S ey W =S T fesTeT o 37 sFaieyd
¥ HETSd 2 ATk AT STohT START ST & I LT §9 & T 6 |
(A) ey fage (B) WA=
(C) TR g (D) =Rt v

(vi) FrefaRad & & wb-ar gean femfés tea & 2
(A) Gl THTE TETEAT i TAT-3TAT STAHTIET § FHFHL 8¢ sheTl § T |
(B) AW o U8 A7 forelt 9=, STISTR AT SUHTOT & 91 h1H T & AN o1

T el T 9eahTU |
(C) AR AT T Hd G Siel IS AT STV T2 |
(D)  gGT2a L for @it &=t 7 S wehret ht e 8 |
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5. Answer any 5 out of the given 6 questions. 5x1=5

(i) is a state of physical, mental and social well-being.
(A) Richness (B) Popularity
(C) Health (D) Activity

(i1))  Which one of the following is a class B ignition material ?
(A) Paper (B) Gas
(C) Electrical equipment (D) Potassium

(iii) The has prepared the policy to provide employees with a
healthy and safe work environment.
(A)  GolT (B) DolIT
(C) TolT (D) SolT

(iv) RSI stands for :
(A) Recurring Syndrome Injury (B) Repetition Symptom Injury
(C) Recessive Stress Injury (D) Repetitive Strain Injury

(v) is the science that deals with designing and arranging the
things at workplace so that people can use them easily and safely.
(A) Health science (B) Ergonomics
(C) Fixture science (D) Work Economics

(vi)  Which one of the following is a wrong safety guideline ?
(A) Store all cleaning chemicals in tightly closed containers in

separate cupboards.
(B) Never distract the attention of people who are working near a fire
or with some machinery, tools or equipment.
(C) Wear loose clothing or jewellery while working with machines.
(D) Make sure all areas have proper lighting.
89 # 13| Page = P.T.O.



feLete)
(T 9hr & T9) (26 31%)

TSR 19T W G T 5 T1 & Forrel 3 o 3T AN | Tk I3 T ST 20 — 30 IaT

4 difer | 3x2=6
6.  TWETEARH 7 C's H ¥ el 2 C's o1 31 Haiq # =Sy |

7. TG VST RTEATR ?

8. I ! I e feurfa # T@H o foTu 1g =R g o |

9. T el o HIg IR & F FAT5T |

10. Hdd fa%™ (Sustainable Development) ¥ Geifera fereel @ awwamett i samen
HITSTT |

fqu T 6 T3 ° T foredl 4 % I 20 - 30 I A AN | 4x2=8
11. TSR g1 9eH it 8 fafy= werger Ffomis (categories) ¥ & %A WIgel (Frame
style) ShiETRT =T H&T T GHETST |

12.  #shl (Macro) T 8IAT & ? Cale H Hehl AT HISIS T ATHHIUT Hld TR, UT fohT STH
T RIS & 99 STaTsy |

13.  Calc () H Goal Seek (Tt €ieh) T T&T I3 HT 2 ? 370 I o G H T
TR ST |

14. fooedifeg 99 (LibreOffice Base) § & dlfcishlsll (tables) @& sit=r Hee
(relationship) ﬁﬂ%%@%hﬁ-ﬁﬂ%ﬁ@ﬁ@?ﬁ% ? ﬁéa}a‘m’q |

15. I FHEA & fAg, H1-1E (keyboard) T ST Hid §HY 3T Ty N Gea
ATITIHATE ATy |

16. YT I AT STANT SATTh! M TS THTS ST Hhell & | HIS T sl THT T
T F H AT 1 B AT IS & FHEATE FATST |
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Section B

(Subjective Type Questions) (26 marks)

Answer any 3 out of the given 5 questions on Employability Skills in 20 — 30
words each. 3x2=6

6. Briefly explain the meaning of any 2 C’s out of the 7 C’s of effective
communication.

7. What is Stress management ?
8. Give any four tips to keep the computer in perfect working condition.
9. Mention any four main functions of an entrepreneur.

10. Explain any two problems related to sustainable development.

Answer any 4 out of the given 6 questions in 20 — 30 words each. 4x2=8

11. Out of various style categories provided by Writer, briefly explain Frame
style category in brief.

12. What is a Macro ? Give any two rules that should be followed while
naming a Macro or module in Calc.

13. What is the main purpose of Goal Seek in Calc ? Give an example to
support your answer.

14. What are the important prerequisites for setting a relationship between
two tables in LibreOffice Base ? Mention any two.

15. For a computer workplace, give any two health and safety requirements
while using a keyboard.

16. Excessive use of computers might have a bad impact on your vision. Give
any two eye-related problems that might arise due to long hours spent on a
computer.
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few e 5 yoi 9 @ foreel 3 o 3T 50 — 80 TsaT (k) | e |

17.

18.

19.

20.

(F) TS H S SAfosiaed hl THEIHT H T T AT & 2
(@) UIX T IR AU (Text wrapping) 3 3T TATgTHE (Image alignment)
FIeR & e ST FaTsT |

ABC 9 U & o8 B4, #ft 31fid 3 LibreOffice Calc H Tsh TEIfie &
AT forart & S fafsrey ot & fafereT aptt o fosht o1 Tty aeheficy o gefies, sl
| 9T 38 HaTId T 91ed & TR 36k TR T s ok o1 =med & |

freferfRad weat o 3T 3ot ST HeE

(®) Calc H 98 T HH-AT & &R AN i 2fied (sheets) % forshl <1
Tehal AT (single summary) 3fE § SATSId i o foTT foham ST wehar © 2

@) 3™ ﬁ?[\%ﬁh_vq qur W—ﬁ?[\%lm (menu option and sub-menu option) T
AT SIATST, ISTeehT ST a+fl Sehie o Eeh |RIRT ohi daR i o foTg foram i
THAT e |

() 3 e T ATH TSV fSreeht ST AR farsht 1 Siig Yefiia s o fora fopam
STEHATE |

() % TRt O O dufed e W foreteh ek 3fie o offer @ fopelt o7emT T W
& AR SEATST bl GIHT =T8dT & | I8 HH [ ST dehar & 2

AT HINT foh T8 Tk St | 37 gearr AR sraiéafa € fHued & sy ®
TEAET FAY M & | TR =Tt § 0 Gear 1R STarashie= S & an §
SR ShedT ht SATEITIhAT © |

frefaRaa gei & S i

(F) RIS YT 3T T SI=19 o his &l YT ST |

(@) FEEIA T HATITdRH et & foe o i a1 F-arel 3uTd sy |

(&) Tordll Sere@ A 31 ATfetahTsTl (tables) T STig & &1 1Y SIdTSY |

@) fordlt Soreg aifershTe (tables) & s ¥ 3&%-H-31% (many-to-many) &l
(relationship) st =TT hifST |
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Answer any 3 out of the given 5§ questions in 50 — 80 words each.

17. (a) What is the benefit of grouping drawing objects in Writer ?

(b)  Differentiate between text wrapping and image alignment feature
in Writer.

18. Mr. Amit, Sales Manager of ABC Sales Corporation has created a
spreadsheet in LibreOffice Calc that lists Sales for different years in
different regions in different worksheets. He wants to summarize and
make certain decisions based on it.

Help him by answering the following questions :

(a)  Which tool in Calc can be used to combine the sales data from
multiple sheets into a single summary sheet ?

(b)  Name the Menu Option and Sub-Menu Option that can be used to
generate combined summary of all the worksheets.

(c) Name the function that can be used to display total of all sales.

(d) He wants to open a summary document stored at a different
location from within the sheet by clicking on a text stored in a cell.
How can it be done ?

19. Imagine that you have been signed a contract of handling fire safety and
emergency in a company. You need to spread awareness on fire safety
and emergency handling to the employees.

Answer the following questions :

(a)  Give any two fire prevention measures at the workplace.

(b) Give any two basic emergency handling procedures at the
workplace.

20. (a) Give any two advantages of relating two tables in a database.

(b)  Explain many-to-many relationship between the tables in a
database.
[OERO]
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21. =9 & e arfetert ® o= hifse

Table : Student

Student_ID Name Age Phone_Number

S001 Amit 15 9876543210

S002 Priya 16 8765432109

S003 Priya 15 7654321098
FrfaRad yeat & s e

(%) TR U A % [T LibreOffice Base H Ueh Seei® fESTs i 1 1
9T TR 2 | 21 TS d1feTenT (table) TEHT o TR 9T, student_id T age
field o foTq SeTersd o1 Feier AT ST s forertefai 3t id 31 3% sl wfed
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21.

Consider the following table :

Table : Student

Student_ID Name Age Phone Number
S001 Amit 15 9876543210
S002 Priya 16 8765432109
S003 Priya 15 7654321098

Answer the following questions :

(a) You are given the task to design the student database for your
school in LibreOffice Base. Based on the given table structure,
suggest the datatype of student_id and age field that would be

suitable to store student’s-id and age respectively.

(b)  As a database administrator, you need to ensure each student has

a unique identifier. Which field in the table would you choose as

the primary key and why ?

(c)  Identify the field that can serve as an alternate key. Justify your
answer.

(d) How many attributes and records are present in the above shown

table ?
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