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1. 3 BITEFoI Wi 34 TFREat BROHT. -
This Question Paper consists of 34 questions.

2. B BIBIOLTY BmND EF eeT FeBD (26eF) BRBOING.  TOF,
9, SOOI BeR00308, A T RS, T LOWD TRIFET FFOY (WRLOTRY IT03),
DT TRIFTL F30eIeR. T3 TE, 300, D, FNED 9Fod0e 050 TOYRERS,
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

( Follow the arrow ). Do not cut the left side to open the paper. Check
whether all the pages of the question paper are intact.

3. BINOn SeLTON ARWINTIY TR
Follow the instructions given against the questions.

4, WO mﬁd@@m@i&ﬁ 903N @%ﬁ@ﬁww TPEDE LOBNFI) ERe0ROTH.
Figures in the right hand margin indicate maximum marks for the question.

5. BIWHTODTY WRERYLY 15 NVRME  FRDTIY  AOTOZ,  GVZOIL)
ANOTRBCOT BBO0ITR), B,3TE, 50D doe%ﬁcﬁ@ﬁ QEeTBSINT.
The maximum time to answer the paper is given at the top of the question
paper. It includes 15 minutes for reading the question paper.

6. TN RSOBTHNTI @%ﬁ%@oﬁo Eﬁ%é ( Version ) &®02) @ﬁo@ B2 T, 3,
BOY,FIINTOT &, F 58,303 &3 § 0T3¢ BNTIPTIY, 9B0TRAERT,
Ensure that, the Version of the question paper distributed to you and the
Version printed on your admission ticket is the same.
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I 3 2ONS IINOR oFen OFPr TeRnen Towy SoRER) BN,

ORINTO, %23% ARTTRT ITHRY &R, ©TT B, SRITTRODN  J[REOF

LOZTTRY, 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. &9, tSeona’ wod) ol TN T,

A P (B) o8&
(C) a*m&s (D)

Track changes option is available in the menu,

(A) File (B) Edit

(C) Insert (D) View

2. Hewe o FooTI, B3 FYNT CINT LT T 0, eR° F AT,

RE3 BRI i30T BROOT ?
(A) :); & (B) 083 ex°
(C) we, TN 0 (D) &=

Which of the following tabs contains options to set styles for

various entries in the table of content ?

(A) Styles (B) Entries

(C) Background (D) Type
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3. TWIYNT CINW BROTY 1T, WA RT® LINARRY, ?

(&) opor (B) ®,&0M %
(C)  &gor' (D) TORCOTT

Which of the following tools is not provided by image tool bar ?
(A) Filtering (B) Cropping
(C) Flipping (D) Copying
4. TII0TT/IY 3R, RCFTED WNTWEAV WITWTOTTE Qe TOTT®
(A) sTTees® (B) R,
(C) AX® (D) Bo03®

The default function used to consolidate the data is

(A) Average (B) Max

(C) Sum (D) Count
5. B3 EENIRYNTY, 2,000 T, €712,00M° &oo7i 23

(A) T (B) eas®

(C) »-Zwo’ (D) =R ERC
The programming language in the following is
(A) Calc (B) Basic

(C) C writer (D) Macro
6. 8.2.057°.0%° .8 QX TTRT

(A)  Teez =0BY wITT [y HeeF o0 AT

(B) cHeem @, Seesrsdoon @09 ABEF*

(C) Teesoeden® =0, Feess00Ls* AR

ot =

(D) woFees® w058 oy, Feesaiooes’ AP
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The expanded form of DBMS is

(A) Data and Books Management System

(B) Data Management Multi System

(C) Data Base Management System
(D) Duplicate Books Management System

7. BRON TWeeUIeR DY BTODLO WIRDT T FEE $¢d
(A) Ctrl+D (B) Ctrl+E
(C) Ctrl+F (D) Ctrl+ O
The shortcut key to open an existing database is
(A) Ctrl+D (B) Ctrl+E

(C) Ctrl+F (D) Ctrl+ O

8. 31 SNV, AN HE _HTE AT ?

(A)  FRees* (B) Po@we
(C) =TT (D) &0
Which of the following is NOT a type of text data type ?
(A) Float (B) Memo

(C) Varchar (D) Char

9. TTORTEITY, modoaﬁfaé)sgmﬁ@o m;oé plelan

(A) TN (B) TR

(C) =ooR (D) Qe
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The main cause for air pollution in the environment is

(A) Animals (B) Dust

(C) Trees (D) Water

10. 09,308 2308 QVOLTITIIN ROTHF ALIETHT BOBOF TRTE3 KOS,
(A) 100 (B) 101
(C) 108 (D) 111

The emergency telephone number to be contacted for primary fire

is

(A) 100 (B) 101
(C) 108 (D) 111
II. TRTZT LWITROT mgpm ﬁ@@d&% P Z[B : 4x1=4

Fill in the blanks with suitable answer :

11. 55550366503\)@”} %@O&) TOOSRT WHBOID ceeeeeeeeeeeeeeeeeennn, @Fi}){
ROGRORBT.
Proper use of style improves ................... in a document.

12. QBOBHYONY, BIRSTI0T  WREDEJIY, oo 39,
SVPRRMITT.
By default macro is saved in the ................. in a spreadsheet.

13. 2000 TBERUA DY TR F,TEFRICTT Qe NTIY ADFITRILD
WTTORTI evveveverenannns .

In a database we can specify the fields that we want to display

using a .....ceeeeeenenen. . Em
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14. 3033 FJOITTY, AOBRT, TN 30, NRREE, IO ARNYOT Do
0308, NTRODN Fo0IF B LRITIN  YVOERNWTOWIT  TONTIY

[EIgE

In a workplace the risks arising from floor, wall, ceiling or

handling machineries are called .................. .

III. 15. A-ﬁ%oﬁoe?ﬂ QBOSTIEOD 5&%}1@35\2{ R B-ﬁééodo@q ORYNE 6:30331‘,7'1%'35.?7l
QeTBERNT. w@ﬁ@a’% BROIY emgdmfal gmgdzfmsa W30 :

4x1=4

The menus of spreadsheet are given in Column-A and their

options are given in Column-B. Match them and write the
answer along with alphabet :

A-o'u’éi B-o'v’éé
Column-A Column-B
) QR D a) mTredeeef
Edit menu Subtotal

i) QTR DL, b) e 2eF®

Insert menu Goal seek

ii) RS T, c) IO o’
Tool menu Hyperlink

iv) oD T, d) TEEF g0
Data menu Record library

€) 3,5 wWeoR

Track changes

f) IR dees®

Insert sheet

g DoB L T WFIS Bewod

Link to external data
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IV. 3:INIITINR 0Z0x :

Answer the following questions :

16.

17.

18.

19.

20.

21.

TVRT BRTE 0TTEID ?

What is watermark ?

m%ogﬁaowsgag@ FomIEEF 6:303%053 VTO3RENDE0 ?

What is the use of fill format in a document ?

B8R, ¢ 0oTTeRD ?

What is macro ?

RRES® AT BT 39,59, JR.

Define Goal seek.

%, B9, DBOTTRYOD FO* 7 PRI 8T WID.
Write the extension of spreadsheet file in calc.
BT ) 399,839,

Define a database.

V. 239N I3nen egon :

Answer the following questions :

22.

TIBOOLF DY, T, 1T T W,T LTI WA M, Q00T 132,33

2eoRO= aoéﬁ@f?&g{ 2T00.

6X1=6

6 xX2=12

Write the steps to insert an image from the gallery using drag and
-

drop method in a document.

04. 04. 2024
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23.

24.

25.

26.

27.

TPATION® S5° BROEW) ACI0, BT WOINTR) 9%, H

Mention the factors controlling positioning of an image.
Dot - 9T WTORT® WA BT, DT YVTEdReNTIZ RS ?
Why is what-if analysis tool used ?

&5 [ OR
DBOTTZIFOND), 3083° ~0F° ATIOERET® DOTTERO ?
What is what-if scenarios in spreadsheet ?

9, 8RR T, & O Te8RT CSRPYTOTTUAR HTBED QO[T WICD.

&

Name any two ways of creating query in LibreOffice.

&5 [OR

BT 8.20. 203 T CINTYTWITTLR DTT BUF NFR), WICD.

Write any two objects of RDBMS.

SR, F0F° BWeLmE T DY, 03I TOTTR TV, TN, W3oWD.

Name any four types of Numeric data type.

REFTOI0T, GVTR, N A;@éd@?ﬁ CINTYTTTR T8 AT E 3,30NTI, TS,

List any four safety requirements for computer workplace.
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VI.

VII.

3:99NT B 3R egon : 4x3=12
[

Answer the following questions :

28.

29.

30.

31.

28NS B3R wgon :

[ e

T80, 3003, TR F O, Tert INesTed ( Update ) BRTENOTT ?
How to update a new style in a document ?

&5 [ OR

QIR E QOees’ BT WVTedReNR, OU, BRET® B, TN
238,33, ( Image ) Fe0AT TOBTAYTY, LBCWO.

Explain the steps to insert an image in a document, using insert
50|

image option.

3 H0° 98, B0, D00 BT ARG F 0D DFNIRY DFOR.

Explain the six different categories of styles in a writer document.

DBOBZFONE, T, ER,¢ AR, TR, BHOMT DOHRMTR), wI0.

Name the rules for naming a macro module in a spreadsheet.

BeLRWETTD CTI0)TIOTTR WRTD TeED %a‘fﬁ@@t DO,

Explain any three data types in database.

3xXx4=12

Answer the following questions :

32.

73, 000077 23T T MO0 WRTIT TOINTF), WBOR.

Explain the steps for grouping drawing objects.

&5 [ OR
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e303 ¢85 ©TY, BROTO ( Import ) maéfa@uﬂ%ﬁ TOBNFTY, TOR.

Explain the steps to import a template.

33. 139N BERIR, 7,4,V ¢

() 2R
(i) &ewe®
(i) et
(iv) Swom'e

05

Define the following terms :

() Entity
(i) Table
(iii) Field

(iv) Record

&5 [OR

.23 . 7. & CIRFYTIITTL T @Dwoﬁmﬁr{@tﬁa{% WO,

Ok

Explain any four advantages of DBMS.

04. 04. 2024 10 of 12




|CCE RF(A)/666/061 |
34. 8339N3 BTN, 20K

(i) T03 863%5@ BRI ( Editing a data)

(i) TS03 LONWRY ( Sorting a data )

Explain the following terms :

(i) Editing a data

(ii)  Sorting a data.
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