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o FUA T T A F & FT-99 § RT g 8 T 597 38 &

Please make sure that the printed pages in this question paper are 8 in number and
it contains 38 questions.

o 797G F qlfE A # X RY T E TR F B JACYRaH & JEI-gS 7 [

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 FYI HIT F FAT TG G T G B, T FT HHE AT [
Before beginning to answer a question, its Serial Number must be written.
o FETGRaE 7 &T 7 @l g/ 9 T Sis
Don’t leave blank page/ pages in your answer-book.

o FTGRTE F ST FE o he T Ao g sEsgEdgar & @ siv frar aav 7
P/

Except answer-book, no extra sheet will be given. Write to the point and do not
strike the written answer.
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o GOETER ST e To FT-GH T SA9Y [7@) T To @ SHINHT G-I GT 97T FG A 7
el it dwlkeas 797l % Il T e S R T

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 FUI FeA F G @7 § [@ TE gARET FT @ F yered g 7 a8 2 ol @ Svd 59
g § g o @@ @here 7@ A @
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.

dle : (i) 797 FHIFE L @3 7 7 Fi5 § 597 F 99 TH 79T AT &

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

(ii) 9% 797 & oIF FHF TET Ry T B

Marks of each question are indicated against them.

(iii) 7977 & T TP SHBIAT GoTQ

Answer the questions according to their marks.

1. foa oiffte TEex Sfagie # wea A1 el o e & avie & g
Explain any five categories of style in Libre office writer document.

2. ¥% A9 TOE & [l gy ge @ quie T 5
Explain any five buttons present on the track changes toolbar.

3. DBMS % %5 7/ BE% | 5
Write any five advantages of DBMS.

4. fofed AR Taige BRWkS A oW fafag) 3

Differentiate between Relative and Absolute Hyperlinks.
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10.

1.

12.

13.
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(3)
WEH ‘B @ auie IEEIE afed B

By taking example, explain primary key.

Stagie B Reg 3 Rrg 3aW 0 & afean i

Explain the procedure to prepare a document for review.

1 #1 ot fafge A9 g REE 9 B @ 9 $E &t fifeg

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

forelt TAT BT TG B A Fol o god B v B

Explain any three tools used for modifying an image.

st @ Radw & W fod Ra sasasar IT & & g 2t 2

List any tweo resources required in IT work environment.

geT fasaser & did B2 & o9 & AW o

List any two tools for data analysis.

ey H uramn fafam

Define Database.

Heewe ‘B & e AR

Define Alternate key.

@26 a9 oy F=r guEd B 7

What do you understand by what-if scenario ?
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16.

17.
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............ et Stpie @ U9 TR, U1 @1 G o # g & o 1

(A) ¥ew A (B) ®=T gmar

(C) wiAfeT (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

ﬁa%%@mﬁﬁaﬁawﬁ@ﬁﬂw%mm@a ............ FEAml 8l 1
) 7T Wb (B) ST

[C] aret "I (D) it WwEe

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 AW B 7 "R ald BE @ A FA B 1

............... tool cuts off non desirable part of the image.

: . %9 -3y Qffed & ST B o9 9w olf Freeved, U oI feaferdmmer

EWEH‘T Eﬂ*ﬂ g &l 1

(A) @ (B) IPATS

(C) %= (D) Tr="

............... 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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19.

20.

21.

22.

23.

24.
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(5)
b H TSHE B TR .ovvenneenn. Bt 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

31 @1 3@ A B TR B e FARRe GRA B g T A

Consolidate function cannot be used to view and compare data.

e F R AR W A w5 ¥

(A) FG B) R

(C) W (D) @i

7, (R, A is a question asked from a database.

(A) Query (B) Report

(C) Form (D) Field

Al G aeg N WEEG A q B B, TT e @ Fed 2

123

(T ) 1
(True/False)

1

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

keys.

% Bl H FW FA 3 [0 T @ &1 Io & A1 94X A2 HT Tl

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

I H BT T W LE M e d @ B 2l
The code of macro begins with 'sub’ and ends with ..............
AT TR @ HE & g 3T TRY F IS A Bl

(el 7o) 1

(True/False)

1
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27.

28.

29.
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............. TSAIYE A THGT B ISEL B 1
(A) D6 (B) $D6$
(C) $D$6 (D) $Do6
.............. is an example for absolute cell referencing.
(A) D6 (B) $D6%
(C) $D$6 (D) $D6
TG B T8 &1 TFOERART .oovneeeen ¥ @ ardt AT B gHA H IEHE 2l 81 1
(a) 9 (HdE) (B) s
(C) Fafeaw #ew (D) Fre WRfEw
Class B type of extinguisher is used to extinguish the fire which is caused due
e re ran s
(A) Gasoline (B) Plastic
(C) Combustible metal (D) Kitchen material

TFEd G & o 98 § e S et R 2 #

The employer and employees are responsible for workplace safety.

Y HET &l FH q FH ..o, TR B G T TG TR
Keep your monitor at least .....ccouvuun length distance.
T TR ............. § TEE FA B

(a) e (B) foert

(C) G (D) Ul G4

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

(A) Read (B) Write

(C) Listen (D) All of the above

(@& 7)1
(True/False)

1
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30. ‘FEMDI qfeA F ........ oo, OEY ST B 1
(A) Communicare (B) Ceommunication
(C) Commitment (D) Communicate
'Communication’ is derived from the Latin word ............... ‘
(A) Communicare (B) Communication
(C) Commitment (D) Communicate
31. P GLel B (U R FEA B Y FYWDIH B HA-A1 AEH o BT 7 1
(A) 3-Ad (B) e
(C) g e (D) &AM
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. QO & & St fhae 7 god 2 (@& Tw)
Entrepreneurs can create jobs in the market. (True/False)
34. 'SMART 7w &féw fafr & 'm w0 8 7 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
123 e 5
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[ Ry AR  GRAT Sqa9de Md a9 B

(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
< TR W HHRM A9 4 T8 S g

(A) T F (B) ®EX

© T e (D) &7 &R g

.............. function is not performed using a mouse.

(A) Turn on (B) Hover

(C) Right Click (D) Drag and Drop
37. e YT WEd 3 U BRA WHEITT .oovevnnnnnnns 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. frdl BET B FT P P AP B .oooeeeennnnn. B

123

.............. is the shortcut key to cut a file.
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