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Please make sure that the printed pages in this question paper are 5 in number and it
contains 30 questions.
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Before beginning to answer a question, its Serial Number must be written.
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Don’t leave blank page/pages in your answer-book.
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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(ﬁé"\’f): -

1. All questions are compulsory.(ﬂﬁﬂ'q’}THﬁErl'é%)
2. Question no 1 to 3 are long answer type questions carrying Five Marks.
(THLH 3UT Fehe)

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

(T4 T 9 ARhe)

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

(TA10 H 158) AR be)
5. Question no. 16 to 30 are MCQ/ One Word/ Fill in the Blank type’s questions carrying One

Marks. (U5 16830dhUhAaihe)
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[Section-A]

Long Answer Types of Questions 3 x 5=15Marks

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 T R G [ 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 gratrsuuﬁa’f%r@
Or
Explain Type of Style . Write any 5?
Style FeTSU. PISURTATI
[ @ve—]
[Section-B]

Short Answer Types Questions 6 x 3 =18 Marks
Q.4 Expalin Dbms and Data.
Dbms and Data haRAGdT3]|

Q.5 .Explain data consistency with example.

STeTh T -aI3eRuTaBdadr3i

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

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

THSIFGFHCH image PisTelad ARGATA a3 |

Q8.  GIvVE onE dIffErENnCE bETVEEN A form And A rEporT

Or
Briefly Expldin ThE ConCEpTof hEADN, SAfETy And SECUrlTy workplACE?

HEADh, SATETy And SECUMyhaRATATIN



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

37TUCT UG 3TUTIRTS & &SI &b 31X &l JuTe DIfoT |
[ @vs—]
[Section-C]

Very Short Answer Types Questions 6 x 2 =12 Marks
Q. 10. What is Primary key?

Primary key FTeId g |

Q.11. Define GoALSEEK?
Goal seek @I TRHTRT F |
Q.12. How Alternate key?

Alternate key I ARSI [

Q.13. Define communication?

Communication T %flé I% |

Q.14. WhaATIs ThE nEEd of TbIE of CONENT®?

T AbE of CoNENKHIFISTITUBIATG |

Or
Define Verbal communication?

Verbal communication &I ORATT Y
Q.15. What is text wrapping ?

Text Wrapping & TR &Y

Or
Describe LISTsomE of ThE IT workplACE hAzArds?

39T T & AT PRUN bl JuTd hi?
[ @vs—<]
[Section-D]

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

AFAT T dHGR AT - Uit 6?

(a) Problem solving (b) Bargaining

(c) Understanding Self (d) Confidence Building

() GHATATHATUTA @) Hicarsit

(IT) TIGPIHASAT (&) ATeAtaarafaHtor

Q.17. JPG or JPEG In ImAQE formATsTNnds for
R @ o Y

(a) Joint Photographic Experts Group (b) JoInTPICIUrE E XpEr®s Group
(c) JoInTPhoTogrAphi€ E XpErs Graph (d) JoInTPhoTogrAphiC E XpErs GEnErAL

(&) STSCHICTTURTFHTE]T (@) g RFRuFauEy
@3N) FTSCHICTIARTFIUE () SSCHICITTIRTFIUS
23-

Q.18. ‘Whieh of ThE following Is NnoTTE CorrECTIE EXEnNslon for An IMAQE flE?



() GIF (b) b JPEG(E) OdXd) PNG

(%) GIF (T) JPEG
({7 Odt (") PNG

Q.19. Whieh of ThE following Is ThE shorfeuTkEy T SEIECThE ENTrE dOCUMENT?

(a) CTL+S (b) Ctrl+A (c)em+D (d) None of the above

(®) €IS (T) CTIHh 3N eTD (7)) SR ATPISTE!

Q.20. DBASSTNASTOr ....ooviiii i

(a) DAM And Book:/ﬁllnllgEmEnTSys'Em (b)DATDASE AANAGEMENTSYSEM
(c) DA /lAnAgEm NT Aul SysEm (d) None of the above

() 3Tet. (T) TedddAdc aEeH

AT SeTHASTHCHEIEH () SWRIFTH YD 5 Talss
Q.21. ThE rAw fACK CONSTIUES,

- s ,

(a) Data

(b) Record

(c) Tabel
(d) Row

(&) SRl
@) Reprs
@) el
@t

Q. 27. Define IDE.
IDE R fIf@v |
Q. 28. Define ISP.



ISP haRTaf&T|

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

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