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General Instructions to the Candidate :
35 BIBGII w0, 34 BYRERY, BROQR, IPA-A ) RR-B NI, WIRRORT.
wri-ASQ, Employability skills7t BOWORRT T,INCT), wer-BIY, &R 208,308
ROWORAT B,FNYTOTS.

This Question Paper consists of 34 questions including Part-A and Part-B. Part-A
consists of questions related to the Employability skills and Part-B consists of the

questions related to Information Technology.

BZNON 3RLITOTV ARIINTI), TR,

Follow the instructions given against the questions.

WO mﬁd@ﬁm@i&w 903N @%ﬁ@ﬁmw TPEDE LOBNTTY ASNLO TV

Figures in the right hand margin indicate maximum marks for the question.

3,3 38,3033, LOZRYLD 15 JWTNY 5o FeOTOE, 0ZORL0 ANOBRRLDT
AO0DTR), T,3 388,303 R0eLNTE), QCTUONG.
QX 2R 2 o

The maximum time to answer the paper is given at the top of the question paper. It

includes 15 minutes for reading the question paper.

[ Turn over



IV' CAREERINDIA

86-EK (Level-2) 2

II.

III.

Iv.

PART - A

Four alternatives are given for each of the following questions / incomplete

statements. Choose the correct alternative and write the complete answer

along with its question number and alphabet : 3x1=3
1. Senders send their messages by the action of

(A) Gestures (B) Reading

(C) Speaking (D) Writing
2. Choose the correct example for strength.

(A) Laziness

(B) Confidence

(C) Fear

(D) Difficult to solve mathematical problems
3. Our emotional mental, physical and social reaction to any perceived

demands or threats is known as

(A) Emotion

(B) Stress

(C) Motivation

(D) Confidence
Answer the following questions : 2x1=2
4. Give any one advice to protect life below water.
5. What is meant by time management ?
Answer the following questions : 2x2=4
6. ' Write any four qualities of a successful entrepreneur.
7. ~What measures do you take to protect your data from theft or virus ?

OR

Why is it necessary to back up data ?
Answer the following question : 1x3=3
8. Explain the ways to overcome barriers to effective communication.
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PART - B

3 3PN @%ﬁ@ﬁ LT TP JewBNOR T, wos%ﬁeé&g DBRNT. YRS @z&z&

BRTTRT YOFTTRY, 02, BT T,BIFTRAONN FREIE LTI WIWD 17 X 1 =7

Four alternatives are given for each of the following questions / incomplete
statements. Choose the correct alternative and write the complete answer
along with its question number and alphabet :

9.

10.

11.

R &é@o@@qﬁamﬁﬁ IRe30%O WIT 9530 23:_9355% STt FTCDCINOZT
(A) e [T (B) 0830° &0eTtE

(C) wF (D)  0WRCRONT

The text or image which appears faintly in the background of page is called
(A) Trademark (B) Watermark

(C) Copyright (D) Embossing

B, R, THT'F ©03)030TY, A3, CRRATIWTITT R0

(A) dees (B) @ara@:

(C) oW (D) QOTRE

Macro-recording option can be enabled from the menu

(A) Sheet (B) Tools

(C) Data (D) Window

TOWLRT DBOTZ/IFOIVTY, BB DR BREWTOW

(A)  &T WSETT

(B) WBOWFFTOTTO 2FFOTE,
(C) w%d J0BT 20T WSFTOTTO
(D) @)oo WPFTITTO

Shared spreadsheet can be edited by
(A) Single user

(B) Multiple users simultaneously
(C) One after the other user

(D) Two users
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13.

14.

15.

(A) Ctrl+D (B) Ctrl+E
(C) Ctrl+F (D) Ctrl+0O
The shortcut key to open an existing database is
(A) Ctrl+D B) Ctrl+E

(C) Ctrl+F (D) Ctrl+ 0
BeLUeR Q0T FEFRNOE T3,

(a) 30 (B) oFpeers
(C) e (D) TR

A question asked from a database is
(A) Query (B) Report

(C) Field (D) Form
A L3N} DOWORATI WIDENED

(A) éfeu@: (B)  &5,83,200,85°
(©) 88@@55: (D) 8%3&5;?

The details associated with an entity are
(A) Tables (B) Attributes

(C) Registrations (D) Records
Q60 pH BPO,B[IY, DF e ST YOTOIRENTOT DT

(A)  TITCIIT (B) s

(C) wPes (D) 032083

The analysis used to measure pH value of water is
(A) Chemical (B) Biological

(C) Physical (D) Mechanical
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4x1=4

Fill in the blanks with suitable answer.

16.

17.

18.

19.

VII. 20.

JPEG 5 DFFCRT .oorvvvrerirren .

The expanded from of JPEG is ....
Nctelctseni=love) %@6 DBTETOID ...

The file extension of spreadsheetis .............ccc....... .

g3eer 6:9532L eT® BRBOD ToLIFFEFESF

The shortcut key to save a table iS ........cccceeuenenn. .

AL A enloverat=0 R Q0T BOPRROZTT.

Physical hazards occur due to .....

Awé,so:b@ ANG WROH mmﬁeém 303 B-wé.%odo@ mm&? -emsm QeBSINT.
e.-a:@mfag ULl AR e:'ogzﬁrieéc's.?;t gmgpmsg [Alefoubloly

4x1=4

The various forms of data are given in Column-A and their data types
are given in Column-B. Match them and write answers with alphabet :

A-Wé.i
Column-A
) R0 @ a)
Numeric data
i) SCOIRWOT mtH
Alpﬁanumeric data
iii) 2330 o °)
Binary data
iv) . 3eEs 0B & R[F wotw d)

Date and time data

g)

B-5&3
eJ
Column-B
ma? UGRZYUG
VARCHAR
RIS QIoeeE
Digital image
NSNS
ed
Entity
xo&%
Number
3oL DNBSE
Data model
@%w 0 0F
ed
Time stamp

-
3,300 8¢9
Primary key
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VIII. 33 8N @’%ﬁ@ﬁ Qoo : 4x1=4
Answer the following questions :
21. QCFFTOROFEF @gbq 39,809, A,
Define fill format.

22. 5T S MRS Fo00F B, WICWO.

Write the function of sub-total in Calc.

23. RDBMS @&2{ FOBIERTRTO O33TY ?

Who invented RDBMS ?
24, ‘e9z5003Y msmq 29,809, R
Define the term ‘hazard’.

IX. 3:99N3 I 3non wgon : 4x2=8

Answer the following questions :

25. 9O, 8ex GUOTYTIOET QNG JINFNY %@rﬁ%ﬂs& WTOAD.

Write the different categories of styles in LibreOffice writer.

26. O, SR FUTTY, TE'F We0T'S HOSTIFDY, LTOWO.

Write the steps for record change in LibreOffice writer.

&5 /OR

W@B,R00FTY, @,
TOBTFTY, WIHCAD.

;T 0T W,T QN WA MY, ©000T 8E,BIY, FedRH

Write the steps to insert an image from the gallery using drag & drop

method in a document.
27. TeauE, B BARWF, T0I0 B’ TODBRHEOTY, DWOR.

Explain the Hierarchical data model with schematic diagram.

28. 5 BRET I, 13,TWI, WOTOMWE, RO TOINT), WTOUW0.

0

Write various steps for resizing an image in LibreOffice.
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X. 3N BIAeR ewgon : 3x3=9

Answer the following questions :

29. OF ©QeT FUTTY, WKW TICTTEI[IY, VOI0G,TOT CINTYTIITTL AT
BeS oMY, QT[0R.

Explain any three settings which control the positioning of an image in

LibreOffice writer.

30. T32,00007 52JT° T M0 WREIW TOSNTTY, DTOR.

Explain the steps for grouping drawing objects.

31. @O&F#@@d@qé&%ﬁ%ﬁﬁ @m@géojaéi QDTOR.
Explain the importance of cleanliness at workplace.
&5 [OR
TOTTZD WRNFARWCD waéeemmgjoja mwﬁﬁ%‘aﬁg mgjma.

List out the safety guidelines for checklist.

XI. 339N %%ﬁ@ﬁ QO30 ! 3x4=12
Answer the following questions :
32. B 3PNT I,3,030n 50371@?3%{ QB0 :
) Tow'rSRIReE
i) O B[R ERC
Write the steps for the following processes :
1) Record Macro

ii) Run Macro

&5 /OR
5, I WL -9F° - DD me)ai% WEROT 50371@5:00{ WBOA0.

Write the steps used for what-if-analysis tool in Calc.
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33.

34.

DY) 20T FOTICY, FOT VT &R0 TOR)TON IOV B3 %@ﬂs@mfsﬂ NWOR :

) QP JIY TOTIOL  WIIHTTZY  woTe  FRONTY,  LIOTHFOLTY
WFROTOZ TRTWLIB). VWY, M TRTOND 7 QWS BOSTFIY, 2T0.

i) WYETHTOOT LTOTHHTONY, BRRT WHHTENFDY, Bert TOEIERAIND ?
$TT TOINFRY, LI0.

Imagine that you are working in a company. Explain the following :

i) You are asked to allow all the users of your company to work on the
same spreadsheet at the same time. How do you do it ? Write the
steps.

iij How do you track the changes done by your employees to the
spreadsheet ? Write the procedure for the same.

FORT I 0N T wsamwsg% WBOROR 30371%?39}{ DWOA.

Explain the steps to change the background colour in the form.
&5 /OR

Gspovearat 56555\2{ %e0R0 503?1%‘35% QWO

Explain the steps for adding text to the form.



