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(i) @ yea1 Afrard ¥

(i) 99 @A 1 ¥ 4 9% qETs 9 ¥ 1 ydw 9 & fg 5 o amefed ¥

(iii) W87 ®9H 5 W 9 T, TP W & Q3 o aEfed ¥ 1 IR A T 75 S|
(iv) U9 &Hi% 10 ¥ 15 0%, YAd 997 & fog § ofF ardfeq &1 aa¢ € @ 150 9t |
(v) W97 HUE 16 ¥ 20 a%, Y% 5T U 7 3% refed ¥ W €W TOHT 200 9|

Instructions :

(i) 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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| x§=4
ae) ey game ferflad

W foafeiiga ¥ @ few aq ¥ 3@ ditadd faee ¥ 7
(8)  File (@) Edit
@ View (@) Insert

an  fa sifey dew W dg@ dsdie @ fafis gigdie d Jump & & o
fra 9 8 fvg yfewr & 3uam e amar 27

(31) el (@) eaw o
(|) ®R @) @
(i) U afet & rows & w9 ¥ Fgmhar mm E
(3) B (@) ofegzd (Attributes)
(@) fars @) &R A (candidate key)

Gv) @ & wer & §EN 9w femis 99 w1 suan Frafeled & s e
el oM B FEA & fog e S &

(@) & @, 99, 9 el @ &St FOE v Fr
(@) Prga ool o SuE @) wfes, Fmw, e

(v) g o de R FT F MO o w wen ey
() o TG B A B
(@) gEeE §iwRAW & I HK|
(@) '@—mmmﬂﬁl
) 1@meﬁmmmww%
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Choose and write the correet option

() Which of the following menus containg the Track change option?
(a} - File (b) Ldit |
(¢)  View (d) Insert
(i)~ Which of the lollowing features is used 1o jump to a different spreadsheet from
the current spreadsheet in Libre office cale? B
() Macro (b) Hyperlink
() Connect (d) Copy
(ili) Represented as rows in a table -
(@) Field (b) Attribute
(¢)  Record (d) Candidate key
(iv) Cluss *B" type of extinguisher is used to extinguish the fire which are following
causes due to:
(a)  All liquid, oil, gas materials
(b) -~ Wood, cloth and paper
(¢) Electrical materials and equipment
(d) _.Pluslic. paper, cloth
(v) What:should you do to ensure secured online transactiﬁns?
(a) Lock your computer
(b) Use pirated software
(¢) - Do not use anti-virus
(d) 'Give credit card or bank details only on safe weﬁ#ites
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fraq wl & off @@ fasea & @ W 1 %=k

2

() AW B FHR s b fA0 ___ sueew o gwEm PR o ¥
(frargst | @)

(i) Reie &1 4 T @ B ¥ ¥g fear @ ¥
(Aipa AEAd | RS wmRad)

(i) ww et A Rar ot 5@ ww, oW Fl (key) F@H A
wies (field) ¥ o wwd ¥1 (39 / fywe)

(iv) W99-99d 9T GrET@al g1 ST anghis wie o ¥ W e
T ¥ (Swfas | masT)

V) vt @ e @ oRRfd 9w, T o @ swdm w0
fr wmar 1 (20 / 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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3 & WE §AEU P
F A

FH| B

(i) T (%) Al + D

(i) = FH- @ ¢ fifa i

(iii) 321 r@zar (Integrity) (|) Cirl + C

(iv) @ (Copy) @) Todd  HITYH

(v) gufed sra@m o=t @)  ddmwmm (DBMS)

Match the correct columns :
Column A Column B

(i) Template (@  Alt+D

(i) What If-tool (h) Pre-defined format

(iii) Data Integrity (©) Ctrl + C

(iv) Copy (d) Multiple Operations

(v) Consolidate dialog window (e) DBMS

4 w9/ o9y ey 1x5=5

G) oluafe gar ¥ R o g - dan & e 2

(i) W v g SEgEe § Wi Y fewfrd @ @ g wad ¥

(i) RieW & ga@ T = A g §

(iv) % e ¥ fQ o Ue INged FART W wadl & |

(v) R o wraferg A ot Rafeer fee g s Rafa & Swdm & fam Suee
HI e

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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11

I # watd 0 % frg @9 @ (ao) Refa

Write three steps to manage stress.

Wy e @@ &7

What is sustainable development?

fore siifthy T2 & f5w wnfe (Fill Format) & §9s30|

Explain fill format in Libre office writer.

TRHITIE BRUNG & TRy

Explain absolute hyperlink.

et 3ot @ wfonfee Bt

Define Primary Key.

mmwz'?.mmmmm.

What is Feedback? Write the importance of feedback.

Wﬂrtﬁrﬁﬁ:aﬁwﬁmw%?aﬂhﬁﬁm

Describe what are files and folders in computer.
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12 ¥t & s @ ofonfa i) o 3 A @ Soae fem & e ¥, ffemy s
Define the meaning of career. Write which carcer process does an entrepreneur
go through.

13 % sieqez § g o fufy & Fraifia &0 9@ sne fafam) 5
Write factors controlling positioning of image in a document.

14 . 37 Fml 5 fafag, S ws 4 ara o TE 6w S 5
Write the actions that are not recorded by a macro.

15. 99 gO 0%y & faf= @eat &1 avie @il 5
Explain the various components of the Base User Interface.

16 fod e wget § wied & i Sftml @& el Sl 7
Explain the different categories of style in Libre office writer.

17 fo aifed Hew § Prefafaa & THFRT 7
(i) w& & ey (Goal Seek)
(i) @ 36 Mgy (What-If Scenario)
Explain the following in Libre office calc.
(i) Goal Seek
(i) What-If Scenario
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aq-7 a4 fragefer &8 @ s ko pm afta quwEy )

18
What 1s the working ol on¢ to onc relationship ? Explain with example.
19 Poadufgy 51 awgngn
(1) egsuiemE 22 dige
(n) 47a% t21 wigs
Explamn the following
(1) Herarchical Dats Model
(i Network Data Model
20 widwe gren W awgie ) e gre & fan sherd @ gfrardt Rt @
qa wmgn
Faplain workplace safety  1ist the basic responsibilities of employee for
workplace safen
m
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