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Instructions :

(1) All questions are compulsory.

(ii) Question Nos. 1 to 4 are objective type questions. Each question is
allotted 5 marks.

(iti) Question Nos. 5 to 9 are of 3 marks each. Answer limit approx. 75 words.
(iv) Question Nos. 10 to 15 are of 5 marks each. Answer limit approx. 150 words.

(v) Question Nos. 16 to 20 are of 7 marks each. Answer limit approx. 200 words.
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Choose and write the correct option :

(i)

(ii)

(iii)

(iv)

(v)
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Which of the following menus contains the Track change option?
W) File (b) ILdit
(¢) View (d) Insert

Which of the following features is used to jump to a different spreadsheet from
the cyrrent spreadsheet in Libre office cale? N

()  Macro (b) Hyperlink

(¢)  Conneet (d) Copy
Represented as rows in a table -

() lield (b) Attribute

(¢) Record (d) Candidate key

Cluss *B” type of extinguisher is used to extinguish the fire which are following
causes due to:

(@)  All liquid, oil, gas materials

(b) }Nood. cloth and paper

(¢) Electrical materials and equipment

(d) __Plustic. paper, cloth

What:should you do to ensure secured online transacti:dns?
(a) Lock your computer

(b) Use pirated software

() Do not use anti-virus

(d) Give credit card or bank details only on safe webites
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G) T @ IR dE & faw _ gwewww ar zwEr fean e ¥
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(i) Rwive ®7 4 TF & &
(e @Eal /| Bt dRsd)

(iii)t{%ﬁmﬁmﬁmw,ﬁ_ @Tsﬁ(kcy)m\m
wiees (field) § W wahd ¥1 (29 [ Bwe)

¥ ¥ fear @ ¥

(iv) H9g-@9g T Faiadl g0 it agioes qie aard § Am e
T &1 (Qafus | sravas)

W) _ gfaea wEw ot @ TRRRRE dey, wa e @1 Swm B
e wmar ¥ (20 /1 55)

Fill in the blanks with correct option :

(i) To change size of the image __ tool is used.
(Resize / crop)

(ii) By default a macro is saved in the

(Local library / standard library)

(iii) While entering records in a table. we can move to the next field by
pressing the key. (Tab / Shift)

(iv) Itis to participate in random fire drills conducted by the offices

from time-to-time. (Optional / Necessary)

(v) % communication is done using body movements, faces, arms,
etc. (20 / 55)
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FeH A
(i) T
(i) @I §H-30
(iii) 321 @=ar (Integrity)
(iv) @ (Copy)
(v) wEfea s/Eam fdsy

Match the correct columns :

Column A
(i) Template
(i) What 1f-tool
(iii) Data Integrity
(iv) Copy

(v) Consolidate dialog window

g | 9y faflgu -

(a)
(h)
(©)
(d)

I/ 5=8

Frm B

Alt +

D

yd fautfg @iz

Ctr] +

A9

¢
HAITYTY

gy (DBMS)

3

Colum

nB

Alt + D

Pre-defined format

Ctrl +

C

Multiple Operations

DBMS

1x5=5

G) olvale §ar & dRM & e R-wies TaK & TE E
(i) =9 v & S ¥ Wil T e @ @ s wwd ¥

(iii) fEv @ T9M 9T =’ A ger &

(iv) % $te & fT e T afged 9@ W qahdl &
(v) frd & st A wrafie Rafeer fee e o fafa & swdm & fam g

T anfe)

Write True / False :

(i) Laughing during formal communication is an example of bad non-verbal
communication. https://www.mpboardonline.com
(i) We cannot delete the comments added in a document by the user.

(iii) Pressing windows key opens the start menu.

(iv) Only one scenario can be created for one sheet.
(V) At any office the first-aid kit should always be available for use in an

emergency.
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o @y w0 % R A @ (o) fefa :

Write three steps to manage stress.

6 rd famm @ &7 3
What is sustainable development?

7 fow aitew TEex ¥ few wile (Fill Format) & g@smgu| 3
Explain fill format in Libre office writer.

8 USHEITYZ TEWIvH @ gugEy| 3
Explain absolute hyperlink.

9 i it w wiowfve St 3
Define Primary Key.

10 uﬁﬁﬂmw%amwmﬁf@m 5
What is Feedback? Write the importance of feedback.

I %t 3 e ol Wit 7 ¥ 7 v iy 5
Describe wh:;it are files and folders in computer.
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4.

15.

16

17

AT & wd @ qfoafya ) oF sd A & S e @ e, fafan

Define the meaning of career. Write which carcer process does an entrepreneur
g0 through.

TF STegRe & e o Rufy & Frafa a0 9w e fafam)

Write factors controlling positioning of image in a document.

31 &al & fafee, W e Aw) g o A€ e amn ¥

Write the actions that are not recorded by a macro.

I gAY T & faft= 9eat &1 ool difag

Explain the various components of the Base User Interface.

i arfsg ey § wiw & = ftml @& el St

Explain the different categories of style in Libre office writer.

forgr afeg e o Frafofaa & @wemRy
(1) = B aay (Goal Seek)

(i) = 3% M3 (What-If Scenario)
Explain the following in Libre office calc.

(i) Goal Seek
(i) What-If Scenario
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a4z a3 fragatis B8 & &7 ¥ v azmETo Gita AR

What is the working of one to one relationship ? Explain with example.
faatadtgy =1 auggy

(1) EgHTiEEE T2 uigM

(1) d7a% €71 gigw

Eaplam the followmg
(1) Herarchical Dats Model

iy Network Dats Model

wide e W AuETeT | e gie & fan ssherht @) qfrard st @
qa Wy

Faplain workplace safety st the basic responsibiliies of employee for
workplace safen
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