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Please make sure that the printed pages in this question paper are 5 in number and it
contains 30 questions.

o AT U &1 IR @1 Y& S 4 Usd, U &1 SHIG JaW ford |

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

o S—YRa® & A 9 @rell U= 4 BIS |

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

o SA—YRaH & AfaRad i3 o= e 9 Frefl | sma: @E@HAFIR A fad R
forEm Sav 9 w1 |

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

Instructions(fA&2): -

1. All questions are compulsory. (Tors31faarie)
2. Question no 1 to 3 are long answer type questions carrying Five Marks.

(U1 8 3UTT Achg)

3. Question no 4 to 9 are short answer type question carrying Three Marks.

(U514 T 9= Aebe)

4. Question no 10 to 15 are very short answer type question carrying Two Marks.

(G710 T 1521 Fehe)

5. Question no. 16 to 30 are MCQ/ One Word/ Fill in the Blank type’s questions carrying One
Marks. (4716830 Tdhdaidhe)
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[ @os—3]
[Section-A]

Long Answer Types of Questions 3 x5 =15 Marks

Q. 1.Write steps to consolidate data in calc. |

Calc # 3T PIhAlfISCHIADIITT .

Q 2. Write steps to extract a table from Web page in spreadsheet.

R £ [ ) LG 2 S [l o R [ EAU S K
Or
Explain Advantages of Data Base.

Data base HFHEACHIRATA|

Q. 3. Write note on data types in Libre office Base.

Libre office Base mﬂm@
Or
Explain Type of Style . Write any 57

Style heTSUT. PISUTATIT
[ @vs—]
[Section-B]

Short Answer Types Questions 6 X 3 =18 Marks
Q.4 Expalin Dbms and Data.
Dbms and Data haRaAeaT3T|

Q.5 .Explain data consistency with example.

S[CTh [caECHIBGRUTH A AT3iT

Q. 6. Write steps to modify an existing style.

UE el HHISIGECTS oTeIG AT el el ch e UTa T3 |
-2-
Q. 7. Write steps to insert an image to a document and rotate it.

TEHSIFGIHCH image PisTeld ARGATAAROTIdT3N |

Q8. Give one difference between a form and a report.

Or
Briefly explain the concept of health, safety and security workplace?

Health, safety anCRgyifEEEY from cclchapter.com



Q 9 Communication and type of communication?
Or
Q. 9. Define the Difference between Disaster and Emergency.

3{TUST UG 3TUTIHhT & a6 & e Pl Ul HIfAT |

[ @vs—]
[Section-C]
Very Short Answer Types Questions 6 x 2 =12 Marks
Q. 10. What is Primary key?
Primary key #aT@Idig |

Q.11. Define Goal seek?

Goal seek @ aRTAT &Y |
Q.12. How Alternate key?

Alternate key FaTeIdTe

Q.13. Define communication?

Communication EFH@F?I% I

Q.14. What is the need of table of contents?

Table of contentsEﬁIEF?il'IGWflglFiI%I

Or
Define Verbal communication?

Verbal communication & IRATRT AT
Q.15. What is text wrapping ?

Text Wrapping @t TR &Y

Or
Describe List some of the IT workplace hazards?

39T 9T & FTATET PROI hl JoTd hi?

[ @Ts—3]
[Section-D]

Objective Types Questions 15x 1 = 15 Marks
Q.16. Which of the following is not a self-management skill?

A fefadaaelara-yduaaleraaeic?

(a) Problem solving (b) Bargaining

(c) Understanding Self (d) Confidence Building

(&) FHEITHATYT (@) Giearsit

(1) TIIPIEHASTAT (5) 3McAtGaTaiAAToT

Q.17. JPG or JPEG in image format stands for
RICE PrEG IdedTe |
(d) Joint Photographic Experts Group (b) Joint Picture Experts Group
(c) Joint Photographic Experts Graph (d) Joint Photographic Experts General

() STSCHICTATURTFIICHT (@) S FRuFauEy
(31) ATSCHICITTURTFIUE () SSCHICIATTIRTFIUC
-3-

Q.18. “which of the foldd QW RIGadRd dromsccichapier-com



(@) GIF (b) b JPEG(c) Odt(d) PNG

(@) GIF (@) JPEG
(a1) Odt (&) PNG

Q.19. Which of the following is the shortcut key to select he entire document?

@ Ctrl+S (b) Ctrl+A (c) Ctrl+D (d) None of the above

(@) Ctri+S () Ctri+A @3T) Ctrl+D (&) SRBIAAPISAG

Q.20. DBMS standsfor ........ccceiiiiiiiiiiiiiii i

(a) Data and Books Management System (b)Database Management System
(c) Data Management Multi System (d) None of the above

(P) SEIHRGhHASIHET (M) sTeaAASTHE T

@) seTHASTHC A AETH (¥) SWIGTHIBS81ss
Q.21. The raw facts constitutes,

(a) Data

(b) Record

(c) Tabel
(d) Row

(&) SeRt
(@) Rl
(1) e
@t
Q. 22. Shortcut key of cut...........ooviiirirrarennn
Shortcut key of cut................ I

Q. 27. Define IDE.
IDE &haR foIf@u |

. 28. Define ISP.
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ISP haR feIT@T|

Q. 29. Write the Full form of USB.
USB dhaRferfae

Q. 30.Define IT/ITes ?
IT/ITES haRfef@T|
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