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o PV AT I T [ 5 FoT-99 7 JET 7 8 T J97 38 &1
Please make sure that the printed pages in this question paper are 8 in number and

it contains 38 questions.

o U97-YF H qlfe7 & # T [/ T4 HE TH F BH TACYkdH F JEI-gT YT [ord)

The Code No. on the right side of the question paper should be written by the
candidate on the front page of the answer-book.

o FYF FIT F T [T & HVT T Yeer, FoT H HHE ST [

Before beginning to answer a question, its Serial Number must be written.

o JUCYRTH % dF T @l g1/ G T 8is

Don’t leave blank page/pages in your answer-book.

o FUTYRdE F Gk #HE G e TE Aad o savgmEagar & k@ Siv fiar g 7
#Ie)

Except answer-book, no extra sheet will be given. Write to the point and do not
strike the written answer.

123 P.T.O.

https://www.haryanaboard.com/



(2) 123
o TUETER U AT To FT-TH T Haed [ig) W To F HARFT FIT-YH G F & A T
kg sife dafeys 7971 & TR T Frdll ST T 9T T g

Candidates must write their Roll No. on the question paper. Except Roll No. do not
write anything on question paper and don't make any mark on answers of objective
type questions.

o UF F9 % FAT 37 @ g7 98 AT &V T [ 9970 g 9 7El & ThH B T 59
G 4 g o aar @w el A aEm

Before answering the questions, ensure that you have been supplied the correct and
complete question paper, no claim in this regard, will be entertained after
examination.

qle: () 797 FE 1 @ 3 F G FF @ 797 F01 97 T F97 7HaF &

Attempt any two questions from question numbers 1 to 3. Rest are
compulsory.

(i) H% 797 & 9% TG TH7 [T 1T &

Marks of each question are indicated against them.

(iii) 797 & T T SHBFET o7/

Answer the questions according to their marks.

1. foe offfther Teex Sfgife & wra @ Bt g/g S & ave Y 5
Explain any five categories of style in Libre office writer document.
2. §% TG TR & [l g7 e 1 a i 5

Explain any five buttons present on the track changes toolbar.

3. DBMS & & @g B fdl 5
Write any five advantages of DBMS.

4. RAfT IR TsHiege eRmids ¥ =R R 3

Differentiate between Relative and Absolute Hyperlinks.
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(3)
5. TEEA ‘@ H aUN SaeYl dfed Hi

By taking example, explain primary key.

6. 2rrpe e 3 Rie R FY @ wfen Rifew

Explain the procedure to prepare a document for review.

7. B o ffaw Fep g R T B 9 9@ B @ e fafan

Define Macro. List any two actions which are not recorded by a Macro.

8. Tl ghor ) W B IR el 7 T @ A

Explain any three tools used for modifying an image.

9. el g Rads & M g e emassar IT a& & fou &t 2

List any two resources required in IT work environment.

10. ST AN HT dd bl & T F M |

List any two tools for data analysis.

11. STEd H gRHm )

Define Database.

12. ST ‘Bl H IRA [T
Define Alternate key.

13. @[E-3% GARAT ¥ oMY F1 g9 & 7

What do you understand by what-if scenario ?
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15.

16.

17.
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............ el Stergiie & U R, Yol o Hewr Al & qR § e 2 1
(A) & SR (B) &3S TWER

(C) WHfeT (D) eEed a)

............. gives the status of your document like page numbers, number of
pages.

(A) Status bar (B) Standard toolbar

(C) Formatting (D) Title bar

UST & JBICUS H fohd &l Q@1 an dlel SRe AT AT ... el 2 1
(A) &% (B) dEIT

(C) drex " (D) Gt e

The text or image which appears faintly in the background of a page is called :
(A) Trade mark (B) Embossing

(C) Water mark (D) Copy right

.............. T T & A A N 6 P ST HIA o 1
............... tool cuts off non desirable part of the image.

.............. ¥ AUA-AY T & ST B S o SN Fieed, Uhe oMY fasfedmmd
ST 1 G 8l 1
(A) (B) NS

(©) @& (D) =&Y

............... tab is by default active when the table of contents, entries or
bibliography dialog box is opened.

(A) Entries (B) Background
(C) Styles (D) Type
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18.

19.

20.

21.

22.

23.

24.
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@ § Sl B THRCTT ..o il B

(A) .odb (B) .odt

(C) .odg (D) .ods
.............. is the extension of spreadsheet file in Calc.
(A) .odb (B) .odt

(C) .odg (D) .ods

ST H 3B AR HII HH & [T HAST BRME H IS Tel 2l

Consolidate function cannot be used to view and compare data.

ST H I8 M A 99T B .o Fed ol

(a) w= (B) frae

(C) (D) WiE

A is a question asked from a database.

(A) Query (B) Report

(C) Form (D) Field

T s I S I A E, T B T ¥
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(7&/77) 1
(True/False)

1

All the field values that are eligible to be the primary key are called the ..............

keys.

Th BSHiE H HM B & [0 TF | 6 LR & q QA & BT Tl

Spreadsheet cannot be shared to work with more than one user.

Ahl 1 S T FE M oo | g & 2l

The code of macro begins with 'sub' and ends with .............. .

YR TR €W B B /T e ST TET F IS B B

............... data type can be used to store Aadhaar numbers.
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26.

27.

28.

29.
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(6)
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............. UsHICYE A IGUAT Hl JEEAT 1
(A) D6 (B) $D6$

(C) $D$6 (D) $D6

.............. is an example for absolute cell referencing.

(A) D6 (B) $D6$

(C) $D$6 (D) $D6

FAE B RE H THRCHANR oo A T arll A B AN F FEAR il Bl 1
(4) I () (B) e

(C) FaRedd Aed (D) fFem HefRaa

Class B type of extinguisher is used to extinguish the fire which is caused due
to e .

(A) Gasoline (B) Plastic

(C) Combustible metal (D) Kitchen material

FHE GO & [ a8t & Fre ofR e Feer 2 2

The employer and employees are responsible for workplace safety.

AT T B A Y B e T & gh W TE AR
Keep your monitor at least .............. length distance.
THIET BRI oo ¥ weg Y 2

(A) T (B) forer

© g™ (D) Suda &l

Effective communications helps us .............. properly.

(A) Read (B) Write

(C) Listen (D) All of the above
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30. ‘FIFHAT A B oo I T B 1
(A) Communicare (B) Communication
(C) Commitment (D) Communicate

'Communication' is derived from the Latin word ............... .

(A) Communicare (B) Communication
(C) Commitment (D) Communicate
31. TR BLl & [T e HTN 21 A HYWDAT H DIF-81 AT o Bl ? 1
(A) -7 (B) &R
(C) o1 @K (D) =
You need to apply leave at work. Which method of communication will you use ?
(A) E-mail (B) Poster
(C) Newsletter (D) Blog
32. Which of these sentences is in active voice ? 1

(A) A movie is being watched by them.

(B) The car was repaired by Raju.

(C) He is reading a book.

(D) The thief was being chased by a policeman.

33. TR Ardbe & St fhue & & 2 (781 /77) 1
Entrepreneurs can create jobs in the market. (True/False)
34. 'SMART 79 QféT fafr & M a1 & ? 1
(A) Must (B) Measurable
(C) Meaning (D) Means
What is 'M' in the 'SMART"' goal setting method ?
(A) Must (B) Measurable
(C) Meaning (D) Means
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.............

(8)
.. AFFESTN ¥ GRAsw SgATHe N a9 2|

(A) United Nations (B) UNICEF

(C) World Health Organisation (D) League of Nations

organization has made the sustainable development goals.

(A) United Nations (B) UNICEF

(C) World Health Organisation (D) League of Nations

36. .ieeeirennnnn B HSE e A ST Fehell
(A) T A (B) &Y
(C) e i (D) ST iR g@
.............. function is not performed using a mouse.
(A) Turn on (B) Hover
(C) Right Click (D) Drag and Drop
37. i VS BEd Hl TE BEA TRCAT oeeerrrnnnns 2|
(A) .jpg (B) .doc
(C) .mp3 (D) .txt
................ is a valid file extension for Notepad file.
(A) .jpg (B) .doc
(C) .mp3 (D) .txt
38. [l R ® BT HH B ACHT ‘B ..o Bl
.............. is the shortcut key to cut a file.
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