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I. D PæÙÜX®Ü ±ÜÅÍæ°WÜÚWæ A¥ÜÊÝ A±Üä|ì ÖæàÚPæWÜÚWæ ®ÝÆáR BÁáRWÜÙÜ®Üá° ¯àvÜÇÝX¨æ. 

AÊÜâWÜÙÜÈÉ ÖæaÜác ÓÜãPÜ¤ÊÝ¨Ü EñÜ¤ÃÜÊÜ®Üá° BÄÔ, A¨ÜÃÜ PÜÅÊÜÞûÜÃÜ¨æãí©Wæ ±Üä|ì 

EñÜ¤ÃÜÊÜ®Üá° ŸÃæÀáÄ  10 × 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. pÝÅÂP… aæàígÓ… BÁáR¿áá Æ»ÜÂËÃÜáÊÜ Êæá®Üá 

(A) ¶æçÇ… (B) Gwp… 

(C) ÊÜäÂ (D) C®…ÓÜp…ì 

 Track changes option is available under  the menu, 

(A) File (B) Edit 

(C) View (D) Insert 

2. ÊÝoÃ… ÊÜÞP…ì Gí¨ÜÃæ, bñÜÅ A¥ÜÊÝ ±Ü¨ÜÊÜ®Üá° 

(A) ±Üâo¨Ü ×í»ÝWÜ ÓæàÄÓÜáÊÜâ¨Üá

(B) ±Üâo¨Ü ÊæáàÇÝ½WÜ¨ÜÈÉ ÓæàÄÓÜáÊÜâ¨Üá 

(C) ±Üâo¨Ü PæÙÜ»ÝWÜ¨ÜÈÉ ÓæàÄÓÜáÊÜâ¨Üá

(D) ±Üâo¨Ü ÊÜÞiì®…®ÜÈÉ ÓæàÄÓÜáÊÜâ¨Üá 
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 Watermark means adding text or image to the 

(A) Page background 

(B) Top of the page 

(C) Bottom of the page 

(D) Margin of the page 

3. ÓÝrp…ì ÃæPÝwìíW… © aæàígÓ… C¨ÜÃÜ ÍÝp…ìPÜp… QàÈ

(A) Ctrl + Shift + C (B) Ctrl + Alt + C 

(C) Alt + Shift + C (D) Shift + C + 
2

F   

 Shortcut key to "start recording the changes" is 

(A) Ctrl + Shift + C (B) Ctrl + Alt + C 

(C) Alt + Shift + C (D) Shift + C + 
2

F   

4. ËñÜÄñÜÖÝÙæ¿á ¶æçÇ… GP…Õpæ®…ÍÜ®… 

(A) .odb (B) .odt 

(C) .odg (D) .ods 

 The file extension of spreadsheet is 

(A) .odb (B) .odt 

(C) .odg (D) .ods 
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5. C®…±Üâp… Ÿ¨ÜÇÝÀáÓÜáÊÜ ÊæàÙæ¿áÈÉ Lp…±Üâp… F×ÓÜÆá ŸÙÜÓÜáÊÜ E±ÜPÜÃÜ| 

(A) PÜ®…ÓÝÈvæàp… ¶ÜíûÜ®… (B) ÊÝp…&C¶… Ô®ÝÄÁãà 

(C) WæãàÇ… ÔàP… (D) ¶æçív… Aív… Äà±æÉàÓ… 

 The tool used to predict the output while changing the input is  

(A) Consolidate function (B) What-if scenario 

(C) Goal seek (D) Find and Replace 

6. D PæÙÜX®Ü ¿ÞÊÜâ¨Üá w¹GíGÓ… ®Ü ñÜíñÝÅíÍÜÊÜÆÉ  

(A) GíGÓ… BÂQÕÓ… (B) K±Ü®… BµàÓ… ¸æàÓ… 

(C) GíGÓ… GPæÕÇ… (D) Êæáç GÓ…PÜãÂGÇ… 

 Which of the following is NOT a DBMS software ? 

(A) MS Access (B) Open office base 

(C) MS Excel (D) My SQL 

7. PæãàÐÜrPÜ¨ÜÈÉ AvÜxÓÝÆ®Üá° WÜáÃÜá£ÓÜáÊÜ A®Ü®ÜÂ QàÈ 

(A) ±æùÊÜáÄ QàÈ (B) BÆrÃ…®æàp… QàÈ 

(C) ¶ÝÄ®… QàÈ (D) PÝÂíwvæàp… QàÈ 

 The key which uniquely identifies a row in a table is 

(A) Primary key (B) Alternate key 

(C) Foreign key (D) Candidate key 
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8. DWÝWÜÇæà CÃÜáÊÜ væàpÝ¸æàÓÜ®Üá° ñæÃæ¿áÆá ŸÙÜÓÜáÊÜ ÍÝp…ìPÜp… QàÈ 

(A) Ctrl + D (B) Ctrl + O 

(C) Ctrl + E (D) Ctrl + F 

 The shortcut key to open an existing database is 

(A) Ctrl + D (B) Ctrl + O 

(C) Ctrl + E (D) Ctrl + F 

9. Jí¨Üá ÓÜíÓæ§¿áá ñæWæ¨ÜáPæãÙÜáÛÊÜ ÓÜÄ¿Þ¨Ü »Ü¨ÜÅñÝ PÝ¿áìWÜÙÜá ÖæbcÓÜáÊÜâ¨Üá 

(A) ®ÜÐÜrÊÜ®Üá°  

(B) ËÊæá¿á®Üá° 

(C) ÊÜÂÊÜÖÝÃÜ¨Ü B¨Ý¿áÊÜ®Üá° 

(D) PæÆÓÜ PÝ¿áìWÜÙÜ SaÜì®Üá° 

 The proper security procedure taken by the organization increases  

(A) Loss 

(B) Insurance 

(C) Business Revenue 

(D) Operational charges 
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10. JŸº ÊÜÂQ¤ PÜí±ÜäÂoÃ…®Ü hæãñæ PæÆÓÜ ÊÜÞvÜáÊÝWÜ »Üág¨Ü ®æãàÊÜâ PÝ~Ô¨ÜÃæ, 

ÓÜãbÓÜŸÖÜá¨Ý¨Ü ±ÜÄÖÝÃÜ 

(A) PÜábì¿á ×íŸ©Wæ JÃÜWÜáÊÜâ¨Üá 

(B) PÜ|á¡WÜÚWæ BWÝWÜ ËÍÝÅí£ ¯àvÜáÊÜâ¨Üá 

(C) QàÈ ¸æãàv…ì®Ü ÖÜ£¤ÃÜ ÓÜÄ¿ááÊÜâ¨Üá 

(D) ÊÜá~PÜor®Üá° Qà¸æãàv…ì ÊÜááí¨æ CÄÓÜáÊÜâ¨Üá 

 If a person gets sore shoulders while working with a computer 

then the remedy that could be suggested is  

(A) Lumbering support on the backrest of chair  

(B) Rest the eyes periodically 

(C) Moving closer to keyboard  

(D) Adding wrist to the front of the keyboard 

II. ÓÜãPÜ¤ÊÝ¨Ü EñÜ¤ÃÜ©í¨Ü ¹qrÃÜáÊÜ ÓÜ§ÙÜÊÜ®Üá° »Ü£ì ÊÜÞw  4 × 1 = 4 

 Fill in the blanks with suitable answer :  

11. JPEG ®Ü ËÓÜõñÜ ÃÜã±Ü .......................... . 

 The expansion of "JPEG" is ................... . 

12. IDE Cí¨Ü ÊÜÞvÜáÂÆ®Üá° aÜÇÝÀáÓÜÆá ........................ QàÈ¿á®Üá° JñÜ¤¸æàPÜá. 

 The module can be executed from the IDE by pressing            

............................. Key. 

13. PæÌ„Ä¿á®Üá° ÃÜbÓÜÆá ………………… ÊÜÞWÜìWÜÚÊæ. 

 Query can be created in .............. ways. 

14. ¯àÄ®Ü pH ÊÜåèÆÂÊÜ®Üá° ………………… ËÍæÉàÐÜOæ ÊÜáãÆPÜ AÙæ¿ááñÝ¤Ãæ. 

 The pH value of water can be measured through ............... 

analysis. 
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III. 15. A-±Üqr¿áÈÉ pæP…Õ$r ÃÝ²íW… G¶æP…rWÜÙÜ®Üá° ¯àw¨æ ÊÜáñÜá¤ B-±Üqr¿áÈÉ A¨ÜÃÜ 

oãÇ…ÕWÜÙÜ®Üá° ¯àvÜÇÝX¨æ. AÊÜâWÜÙÜ®Üá°  Öæãí©Ô EñÜ¤ÃÜWÜÙÜ®Üá° PÜÅÊÜÞûÜÃÜ¨æãvÜ®æ

ŸÃæÀáÄ  4 × 1 = 4 

  Text wrapping effects are given in Column-A and their tools 

are given in Column-B. Match them and write answer with 

alphabet : 

A-±Üqr 
Column-A 

B-±Üqr 
Column-B 

i) bñÜÅ¨Ü ÊæáàÇæ A¥ÜÊÝ PæÙÜWæ ±ÜsÜÂËÃÜáñÜ¤¨æ

Text is placed above and below 

the image.

a) hæãàvÜOæ 

Arrangement 

ii) bñÜÅ¨Ü ÓÜáñÜ¤Æã ±ÜsÜÂËÃÜáñÜ¤¨æ 

Text flows around the image 

b) B²rÊÜáÇ… ±æàh… ÃÝÂ±… 

Optimal page wrap  

iii) ±ÜsÜÂÊÜ®Üá° bñÜÅ¨Ü ÊæáàÇæ ŸÃÜáÊÜíñæ 

ÊÜÞvÜáñÜ¤¨æ 

Superimposes the image on the 

text.  

c) ÃÝÂ±… (Çæ¶…r) GvÜWÜvæ 

Wrap left 

iv) bñÜÅÊÜ®Üá° ±ÜsÜÂ¨ Ü ŸÆWÜvæ (Ãæçp…) 

ŸÃÜáÊÜíñæ ÊÜÞvÜáñÜ¤¨æ 

Text is placed on the right side 

of the image. 

d) ÃÝÂ±… B¶… 

Wrap off 

 e) ÃÝÂ±… (Çæ¶…r) ŸÆWÜvæ 

Wrap right 

 f) ÃÝÂ±… ¥ÜãÅ 

Wrap through 

 g) ±æàh… ÃÝÂ±… 

Page wrap 

IV. D PæÙÜX®Ü ±ÜÅÍæ°WÜÚWæ EñÜ¤ÄÔ  6 × 1 = 6 

 Answer the following questions : 

16. wioÇ… (CÊæáàh…) bñÜÅ Gí¨ÜÃæà®Üá  

 What is digital image ? 
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17. È¸æÅ BµàÓ… ÃæçoÃ…®ÜÈÉ bñÜÅÊÜ®Üá° ÓæàÄÓÜÆá ŸÙÜÓÜáÊÜ ¿ÞÊÜâ¨Ý¨ÜÃÜã GÃÜvÜá 

Ë«Ý®ÜWÜÙÜ®Üá° ÖæÓÜÄÔ. 

 Name any two types of inserting image in LibreOffice writer. 

18. ÊÜÞÂPæãÅà Gí¨ÜÃæà®Üá  

 What is Macro ? 

19. ËñÜÄñÜÖÝÙæ¿áÈÉ WæãàÇ… ÔàP…®Ü E±ÜÁãàWÜÊÜ®Üá° £ÚÔ. 

 Mention the use of Goal seek in spreadsheet. 

20. ËñÜÄñÜÖÝÙæ¿áÈÉ ÓÜ¸…pæãàoÆ®Üá° ÊÝÂTÝÂ¯Ô. 

 Define the term 'subtotal' in spreadsheet. 

21. w¹GíGÓ…®ÜÈÉ ¶ÝÄ®… QàÈ Gí¨ÜÃæà®Üá  

 What is a foreign key in DBMS ? 

V. D PæÙÜX®Ü ±ÜÅÍæ°WÜÚWæ EñÜ¤ÄÔ  6 × 2 = 12 

 Answer the following questions : 

22. È¸æÅ&BµàÓ… ÃæçoÃ…®ÜÈÉ ÍæçÈ Gí¨ÜÃæà®Üá   Jí¨Üá E¨ÝÖÜÃÜOæ Pæãw. 

 What is style in LibreOffice writer ? Give one example. 

23. È¸æÅ BµàÓ… ÃæçoÃ…®Ü ÍæçÈ ÊÜWÜìWÜÙÜÈÉ D PæÙÜX®ÜÊÜâWÜÙÜ®Üá° ÊÝÂTÝÂ¯Ô  

 (a) ±Üâo (±æàh…) (b) ±ÝÃÝWÝÅ¶… 

 Define the following terms of style categories in LibreOffice writer. 

 (a) Page (b) Paragraph 
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24. ËñÜÄñÜÖÝÙæ¿áÈÉ ÄÇæàqÊ… ÊÜáñÜá¤ BÂŸÕÆãÂp… Öæç±ÜÃ…ÈíP… ®ÜvÜáË® Ü 

ÊÜÂñÝÂÓÜWÜÙæà®Üá  

 Differentiate between Relative and Absolute hyperlink, in a 

spreadsheet. 

25. w¹GíGÓ…®ÜÈÉ væàpÝ ÊÜÞvæÇ… Gí¨ÜÃæà®Üá   ¿ÞÊÜâ¨Ý¨ÜÃÜã GÃÜvÜá Ë«Ü¨Ü 

væàpÝ ÊÜÞvæÇ…WÜÙÜ®Üá° ŸÃæÀáÄ. 

 What is data model in DBMS ? Write any two different data 

models. 

A¥ÜÊÝ /OR 

 w¹GíGÓ…®ÜÈÉ PæÌ„Ä¿á AWÜñÜÂÊæà®Üá   ÊÜáñÜá¤ PæÌ„Ä¿á®Üá° ÃÜbÓÜáÊÜ 

ÊÜÞWÜìWÜÙÜ®Üá° ŸÃæÀáÄ.

What is the need of queries in DBMS ? Write the ways of creating 

data queries.  

26. w¹GíGÓ…®ÜÈÉ ÓÜíTæÂ Ë«Ü¨Ü ¨ÜñÝ¤íÍÜ Gí¨ÜÃæà®Üá   Jí¨Üá E¨ÝÖÜÃÜOæ Pæãw. 

 What is numeric data type in DBMS ? Give one example. 

27. PÜí±ÜäÂoÃ…WÜÙæãí©Wæ PæÆÓÜ ¯ÊÜì×ÓÜáÊÝWÜ ÓÝÊÜÞ®ÜÂÊÝX EípÝWÜáÊÜ PÜ~¡®Ü 

ñæãí¨ÜÃæWÜÙæà®Üá   ÊÜáñÜá¤ AÊÜâWÜÚWæ ±ÜÄÖÝÃÜWÜÙæà®Üá  

 What are the common vision problems that occur while working 

with computers ? What are the remedies for those problems ? 

A¥ÜÊÝ /OR 

 Jí¨Üá ÓÜíÓæ§¿á E¨æãÂàWÜ ÓÜ§ÙÜ¨ÜÈÉ A±Ý¿áWÜÙÜá EípÝWÜáÊÜâ¨Ü®Üá° ñÜvæWÜorÆá 

¿ÞÊÜâ¨Ý¨ÜÃÜã ®ÝÆáR ÓÜáÃÜüñÜ ÓÜÆÖæWÜÙÜ®Üá° ÓÜãbÔ.

Suggest any four safety measures to prevent hazards in the 

workplace of an organization. 
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VI. D PæÙÜX®Ü ±ÜÅÍæ°WÜÚWæ EñÜ¤ÄÔ  4 × 3 = 12 

 Answer the following questions : 

28. È¸æÅ BµàÓ… ÃæçoÃ…®ÜÈÉ ÖæãÓÜ ÍæçÈ¿á®Üá° ®ÜËàPÜÄÓÜáÊÜ ÖÜíñÜWÜÙÜ®Üá° ŸÃæÀáÄ. 

 Write the steps to update a new style in LibreOffice writer. 

A¥ÜÊÝ /OR 

 È¸æÅ BµàÓ… ÃæçoÃ…®ÜÈÉ ÍæçÈWÜÙÜ®Üá° Çæãàv… ÊÜÞvÜáÊÜ ÖÜíñÜWÜÙÜ®Üá° ŸÃæÀáÄ.

Writer the steps to load the styles in LibreOffice writer. 

29. È¸æÅ BµàÓ… ÃæçoÃ…®ÜÈÉ CÊæáàh… oãÇ…¸ÝÃÜ®Üá° ŸÙÜÔ ¯àÊÜâ bñÜÅÊÜ®Üá° ÖæàWæ 

ÊÜÞ±ÜìwÓÜá£¤àÄ  

 How do you modify an image using image toolbar in LibreOffice 

writer ? 

30. ÊÜÞÂPæãÅà ÊÜÞvÜáÂÇ…®Üá° ÖæÓÜÄÓÜÆá A®ÜáÓÜÄÓÜáÊÜ ¯¿áÊÜáWÜÙÜ®Üá° ŸÃæÀáÄ. 

 Write the rules to be followed to name the macro module. 

31. w¹GíGÓ… PæãàÐÜrPÜ¨ÜÈÉ ¨ÜñÝ¤íÍÜÊÜ®Üá° HÄPæ PÜÅÊÜá¨ÜÈÉ hæãàwÓÜáÊÜ ÖÜíñÜWÜÙÜ®Üá° 

ŸÃæÀáÄ. 

 Write the steps to arrange the data in ascending order in DBMS 

table. 

VII. D PæÙÜX®Ü ±ÜÅÍæ°WÜÚWæ EñÜ¤ÄÔ  3 × 4 = 12 

 Answer the following questions : 

32. ËñÜÄñÜÖÝÙæ¿áÈÉ (Êæ¸…) AíñÜhÝìÆ ±Üâo©í¨Ü Jí¨Üá PæãàÐÜrPÜÊÜ®Üá° ÓæàÄÓÜáÊÜ 

ÖÜíñÜWÜÙÜ®Üá° ŸÃæÀáÄ. 

 Write the steps to extract a table from web page in spreadsheet. 

A¥ÜÊÝ /OR 
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 ËñÜÄñÜÖÝÙæ¿áÈÉ ÄiÓÜrÃ… væàpÝ ÓæãàÓÜì®Üá° ÈíP… ÊÜÞvÜáÊÜ ÖÜíñÜWÜÙÜ®Üá° 

ŸÃæÀáÄ.

Write the steps to link the register data source in Spreadsheet. 

33. w¹GíGÓ…®Ü È¸æÅ BµàÓ…¸æàÓ…®ÜÈÉ ¿áãÓÜÃ… CíoÃ…¶æàÓ…®Ü ¿ÞÊÜâ¨Ý¨ÜÃÜã 

®ÝÆáR ZoPÜWÜÙÜ®Üá° ËÊÜÄÔ. 

 Explain any four components of user interface of LibreOffice base 

in DBMS. 

34. w¹GíGÓ…®Ü ¿ÞÊÜâ¨Ý¨ÜÃÜã ®ÝÆáR ±ÜÅÁãàg®ÜWÜÙÜ®Üá° ËÊÜÄÔ. 

 Explain any four advantages of DBMS. 

A¥ÜÊÝ /OR 

 BÃ…w¹GíGÓ…®Ü B¸ærP…rWÜÙÜ®Üá° ËÊÜÄÔ.

Explain the objects of RDBMS. 
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