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General Instructions to the Candidate :
1. 83 BERE I e, 34 BF NI, BRORT.
This Question Paper consists of 34 questions.
2. BITIODTY HFND I TRVT BRTWA () [RESNT. TG
33,0000 A0 A FITEFAW  WOWD  THIFWI) FIOR,
3,3 38,3030Y, D&, LN G030 20D TOLFRZRT .
This question paper has been sealed by reverse jacket. You have to cut on the

right side to open the paper at the time of commencement of the examination.
Check whether all the pages of the question paper are intact.

3. BFNON 3TN ARBINTS), TR
Follow the instructions given against the questions.

4. WO PNRTY, &rawdaw 03N T, ﬁﬁ@ﬁdm TPEIE WOTNTFIY BRCORITS.

Figures in the rlght hand margin 1nd10ate maximum marks for the questlon
5. ®IWSToWTY LOTRYLI 15 JWHNE 5000wty FeOWOS, YUOTLD
ANOTERRT ;bojmm 3,338,303 ﬁaemﬁd@ QeBRNG.

The maximum time to answer the paper is glven at the top of the question
paper. It includes 15 minutes for reading the question paper.
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I.

31 TONT JINOR OFTe WTRr TeVINER Towy, SORRIRD VRN,
SYNEY T TRTTT ¢OZTIRY @O, ©TT FIPFTHBRNR Frar
QOZTHR) WD 10 x 1 =10

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 :

1. dozgees z%exme, m'o:mq 3T030e0 B3 FPNTRNTE FOTRT 3,0

(A) File > Manage Templates > Templates

(B) File > Templates > Manage Templates

(C) Insert > Templates > Manage Templates

(D) Insert > Manage Templates > Templates

The correct sequence of options to open the template dialog box is
(A) File > Manage Templates > Templates

(B) File > Templates > Manage Templates

(C) Insert > Templates > Manage Templates

(D) Insert > Manage Templates > Templates

2. w3, BRCFRT B NG IRT LR LINTRODY ?

(&) o000 (B) %,&0n¢

(C)  esort (D) BT
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The Image toolbar does not provide tool for
(A) Filtering (B) Cropping

(C) Flipping (D) Copying

3. ®0sgew T oan 1T T STCDLO TEFF T §ed

(A) Ctrl+Alt+N (B) Shift + Ctrl + N
(C) Ctrl+Alt+T (D) Shift + Alt + T
The shortcut key to open 'Template dialog box' is
(A) Ctrl + Alt+N (B) Shift + Ctrl + N
(C) Ctrl+Alt+T (D) Shift + Alt+ T
4. 35 IINTHNIE, IR AATTOT TR, 8, FAD ([, 853, ¢ Fewr)
(A) lformatword (B) format word
(C) format * word (D) format_word
Which of the following is a valid macro name ?
(A) 1lformatword (B) formatword
(C) format * word (D) format_word
5. QRNYY TP, CNM,Q00TF (IR ( language ) CRTY, MOTOEY
(A) T (B) 3exd®

(C) cz@sce (D) mgé@)e

Identify the programming language, in the following.
(A) Calc (B) BASIC

(C) Writer (D) Macro
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6.

B0 TTY0IBWIY, F035; BT 03T, BT, oROTED

(A) RO/3R) (B) -86

(C) $100 (D) 12/25/2019
An example for currency data type is,

(A) True/False (B) —86

(C) $100 (D) 12/25/2019
33 FINTRINTE, BRI &:?EGW Bee O 9 ?

(A)  Do:we (B) HTHT

(C) Tpees (D) =0

Which of the following is NOT a text data type ?
(A) Memo (B) Varchar

(C) Float (D) Char

d@cs"rmfag{ éfaewjdq FeOZOTIN, 0w WVORT &G@;ﬁ BOZT
WO 3O

(A) Tab (B) Ctrl
(C) Enter (D) Shift

While entering the records in table, we can move to next field by

pressing the key
(A) Tab (B) Ctrl

(C) Enter (D) Shift
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II.

9. ﬁomsmcﬁs@ﬁ@x BRBOTN 58&33?1%30 WONTT, TOR)
(A)  BENFI) oo ¥z
(B) BOR, LT JpemeIesd
(Q) %saomﬁ@?ﬁ eSTon 23§ 339, 0309330 WRTLIEB

(D) BOTR 3T 200T BovBd AT =RTeIeE

While doing work with computer, eyes get dry. Then, we should
(A) Close the eyes

(B) Stop the eyes in front of computer

(C) Do periodically simple exercise of eyes

(D) Sit and sleep in front of computer

10. 2308 J0DRO= wwiﬁdsamfa’% O33N WEROZ S ?
(A) 3SR (Saply (B) QT wrogmomon

(C) Wod s7o8z0Ton (D) RO, MoCRTTN

When do we use a fire extinguisher ?

(A) In case of fall (B) In case of electric shock
(C) In case of fire (D) In case of burn injury
TRTZT NVSTROT mgpaw %@55& W3 [RB : 4xXx1=4

Fill in the blanks with suitable answer :

11. ©,080°, 88,8800, .o WOTTN T, BRITT.
Anchor acts as ......ccoeeeenenee. point for a drawing.
12. IDE 30T &RE, 0T, BDRTLI .o O, LI

The module can be executed from the IDE by pressing .............. .
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13. ST BV0F° 3 e‘bg)é OO eeeeeeeeaeaaanannn )

RDBMS stands for .....cooovvvvvivnninne. .

14. ¢3°8T 9T00030ML GVOETIMOTNTIO vevvevnvenrvnnrnnnns oleln

Physical hazards occur due to .................. .

ImI. 15. Z@etd %w—GKQQ{A-a%OSJQ ART J B-t3 0000, S)NOR Wmad%ﬁﬁ??)&
QeTINT. ORINTRY BROA QOISR 3, RFSHAT W3W0: 4 X 1 =4

Data types are given in Column-A and their examples are
given in Column-B. Match them and write the answer along
with alphabet :

A-—-‘éi B-o'v’éé
Column-A Column-B
i)  ©0n WT'E, T’ a) QPo0% B FRoCL Teew
Long Varchar Sy

Date & Time data type
ii) iméce b) 5(5& e &%?f
Char Currency data type
iii) 12/25/2019, 8:45 p.m. c) ?%56 e %w‘e
Binary data type
iv) 8B/ T d) ek deemo P
True/False Memo data type
¢) 5 T Bem YT
Text fix data type
DU dem T
Text data type
g WRICD® Bew LY

Boolean data type.
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IV. 3:INIITINR 0Z0R : 6x1=6

Answer the following questions :

16.

17.

18.

19.

20.

9%, 8RR FUTTY FO 0TTERD ?
What is style in LibreOffice writer ?
ToC OSJK’)%{ 39,83, QA

Define ToC.

C3RET YVTFTED WFR WBOT BTG, WEF S T° TwROZ e ?

Which tool is used to create an outline in spreadsheet ?

m;.r_a)esabq BROTD BTOIOR®  CIR)TOTIR  LOTD @odawmaizt
LWTBO00.

Write any one rule to follow for naming macros in spreadsheet.

BUR0DT'TE B BINTWS® D0TTERD ?

What is data model in DBMS ?

21. W -3F° DO mo&q 39,839, QA
Define the term 'what-if analysis.
V. 333N E;E;ﬁ@ﬁ Q0N ! 6 x2=12

Answer the following questions :

22.

O, ex* G BT I, 13,0, HeORIT TV LTNFTY LITAWD.

Write 4 methods of inserting image in LibreOffice writer.
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23.

24.

25.

33 FIBNT %@ wﬁrﬁ%ﬁaﬁ%{ CNDRERDRVEIN

(a) agdswce 3,90

(b) e 30N

Define the following terms in style categories :
(a) Character styles

(b) Frame styles

&5 /OR

03,0007 BRCFIRT'RY, VY OTITW CIRPYTHTSR TV eﬁoﬂ%ﬁ@m‘%
WTCA0.

Write any four options present in drawing tool bar.

DBOTHFONY, LR DT odedn’ FITIFNY  ITBDNT
R,30, 70 ?

Differentiate between absolute and relative hyperlink.

2 IPNT 5&3?1@53%{ mes&mzsgb% :

(a) &,30 8ed

(b) B onTeots® sed

Define the following terms :

(a) Primary key

(b) Candidate key.

&5 [ OR

ST B0V SLFT RSO Te3 INE.
= el 8 ed

List the objects of RDBMS.
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VI.

26. JFTTE B DN D) 0SeRIS Bewmd IRFS IR
.20, 3R ?
Differentiate between the network data model and relational data
model.

27. somgmsﬁ TOWHRTOZ CINT)TOTTR TTED eﬁd@eﬁg B ROTTZ
73@3871@5?% QTCAD.
Write any two health and safety tips, related to computers.

B3 FISNS @%ﬁ@?ﬁ Wg&% : 4 x3=12

Answer the following questions :

28.

29.

30.

31.

O, ex° G BT I, Teauoede, nes) nOoT) SR TOSNTTY, WICWO.

Write the steps for grouping drawing objects in LibreOffice writer.

2, ex* FuTIY, FONTR) INETTEMBYAT TOSRYIY, WICWO.

Write the steps to update styles in LibreOffice writer.

&5 [ OR

2, ex° G BT Y, 12T, WOTOMOE, MRYHLD TOBNFTY, LTCO.

Write the steps for resizing of an image in LibreOffice writer.

DBOTTFOIQ, 309,80, €53, T TWRTT TOSNFR), WICWD.

Write the steps for running a macro in spreadsheet.

BRRORT DY, DTERIC® eLRUERT'T TOOYPRE TBNYI), Ted BRER.

List the Relational Database Terminologies in DBMS.
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VI 23903 33nef cvgon 4x3=12

Answer the following questions :

32.

33.

O, LT FWORY FRATIONT ST VEDETFIOT 00, FOBII
DO, eI O QT[OR.

Explain the four settings which are controlled by positioning of an

image in LibreOffice writer.

&5 [ OR
9, ©QeT JWOBY B3 IINT S, GUTTONT VTCIRENNTRY,
Alefounte)
(a) BF (b) aeoe® PBpew®
(c) ER,I T, (d) Treedees®

Write the effects on image of the following tools in LibreOffice

writer.
(a) Crop (b) Image mode
() Transparency (d) Rotate

DBOTHYODY, DBRHT Fetw ARCT'E I D05 BRBLO TOIRTI)
WTCWD.

Write the steps to link Registered data source in spreadsheet.
&5 [ OR

DBOBZFONE, B GUTBETEANTRY, 39,809,

@) o

~
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34.

(b) =FLdeewie®

() O YF°* ATIOO3RCTE

(d) Rweee® xes®

Define the following tools/terms in spreadsheet :
(a) Groups

(b) Subtotal

(c) What if scenarios

(d) Goal seek

RUDORTT CINTYTITTH T, &) CRETINTI), DBWOR.

Explain any four advantages of DBMS.
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