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±ÜÄàûÝ¦ìWÝX ÓÝÊÜÞ®ÜÂ ÓÜãaÜ®æWÜÙÜá / General Instructions to the Candidate : 
1.  D ±ÜÅÍæ°±Ü£ÅPæ¿áá Joár 34 ±ÜÅÍæ°WÜÙÜ®Üá° Öæãí© æ̈. 

This Question Paper consists of  34 questions. 

2.  D ±ÜÅÍæ°±Ü£ÅPæ¿á®Üá° ×ÊÜáá¾S hÝPæp… ÊÜáãÆPÜ ÊæãÖÜÃÜá ÔàÇ…  ÊÜÞvÜÇÝX¨æ. ±ÜÄàûæ 
±ÝÅÃÜí»ÜÊÝWÜáÊÜ ÓÜÊÜá¿áPæR ¯ÊÜá¾ ±ÜÅÍæ°±Ü£ÅPæ¿á ŸÆŸ© ±ÝÍÜÌìÊÜ®Üá° PÜñÜ¤ÄÔ ¸Ý|ÊÜ®Üá° A®ÜáÓÜÄÔ , 
GvÜŸ© ±ÝÍÜÌìÊÜ®Üá° PÜñÜ¤ÄÓÜ¸æàw. ±ÜÅÍæ°±Ü£ÅPæ¿áÈÉ GÇÝÉ ±ÜâoWÜÙÜá CÊæÁáà Gí¨Üá ±ÜÄàüÔPæãÚÛ. 
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. ±ÜÅÍæ°WÜÚWæ PæãqrÃÜáÊÜ ÓÜãaÜ®æWÜÙÜ®Üá° ±ÝÈÔ.
Follow the instructions given against the questions. 

4. ŸÆ »ÝWÜ¨ÜÈÉ PæãqrÃÜáÊÜ AíQWÜÙÜá ±ÜÅÍæ°WÜÚXÃÜáÊÜ ±Üä|ì AíPÜWÜÙÜ®Üá° ñæãàÄÓÜáñÜ¤Êæ.
Figures in the right hand margin indicate maximum marks for the question.

5. ±ÜÅÍæ°±Ü£ÅPæ¿á®Üá° K©PæãÙÜÛÆá 15 ¯ËáÐÜWÜÙÜ PÝÇÝÊÜPÝÍÜÊÜâ ÓæàÄ¨Üíñæ, EñÜ¤ÄÓÜÆá 
¯WÜ©±ÜwÓÜÇÝ¨Ü ÓÜÊÜá¿áÊÜ®Üá° ±ÜÅÍæ°±Ü£ÅPæ¿á ÊæáàÇÝ½WÜ¨ÜÈÉ ¯àvÜÇÝX¨æ.
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. ¯ÊÜáWæ ËñÜÄÓÜÇÝXÃÜáÊÜ ±ÜÅÍæ°±Ü£ÅPæ¿á BÊÜê£¤ ( Version ) ÊÜáñÜá¤ ¯ÊÜá¾ ±ÜÅÊæàÍÜ ±ÜñÜÅ¨ÜÈÉ 
ÊÜáá©ÅñÜÊÝXÃÜáÊÜ ±ÜÅÍæ°±Ü£ÅPæ¿á BÊÜê£¤ Jí¨æà BXÃÜáÊÜâ¨Ü®Üá° TÝñÜÄ±ÜwÔPæãÚÛ. 

 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. 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¤Ã ÜÊÜ®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. ÃæçoÃ…®ÜÈÉ bñÜÅÊÜ®Üá° ñæWæ¨ÜáÖÝPÜÆá E±ÜÁãàXÓÜáÊÜ QàÈ 

(A) Î¶…r QàÈ (B) wÈàp… QàÈ 

(C) PÜípæãÅàÇ… QàÈ  (D) BÇ…r QàÈ 

 The key which is used to remove the image in writer is   

(A) SHIFT key (B) DELETE key 

(C) ( CONTROL ) CTRL key (D) ALT key 

2. Jí¨Üá bñÜÅÊÜ®Üá° hæãàvÜOæ ÊÜÞvÜáÊÜ Ë«ÜWÜÙÜ ÓÜíTæÂ 

(A) BÃÜá (B) Jí¨Üá 

(C) GÃÜvÜá (D) I¨Üá 

 The number of types in which an image can be aligned is 

(A) Six (B) One 

(C) Two (D) Five 
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3. Jí¨Üá vÝPÜáÂÊæáíp…®ÜÈÉ ¶ÝÊÜÞÂìqíW… ÊÜÞ×£¿á ÓÜíWÜÅÖÜÊÜâ, 

(A) ÍæçÈWÜÙÜá (B) pæí±æÉàp… 

(C) PæãàÐÜrPÜ (D) ÇæçŸÅÄ 

 The collection of formatting information in a document is called  

(A) Styles (B) Template 

(C) Table (D) Library 

4. PæÙÜX®ÜÊÜâWÜÙÜÈÉ Jí¨Üá ±æäÅàWÝÅËáíW… ÇÝíWæÌàh… 

(A) PÝÂÇ…R (B) ¸æàÔP… 

(C) ÃæçoÃ… (D) ÊÜÞÂPæãÅà 

 A programming language in the following is 

(A) Calc (B) BASIC 

(C) Writer (D) Macro 

5. ËñÜÄñÜÖÝÙæ¿áÈÉ, Jí¨Üá ÓÜãaÜ®æÀáí¨Ü ÖÜÆÊÝÃÜá ÓÜãaÜ®æWÜÙÜ®Üá° 

aÝÆ®æWæãÚÓÜáÊÜ BÁáR 

(A) ÊÜÞvÜáÂÇ… (B) ÓÜ¸…pæãàoÇ… 

(C) ÊÜÞÂPæãÅà (D) ÍæçÈWÜÙÜá 

 The option that can execute a set of instructions using one 

instruction in a spreadsheet is  

(A) Module (B) Subtotal 

(C) Macro (D) Styles 

6. w¹GÊÜå…GÓ… ( DBMS) ®ÜÈÉ PæãàÐÜrPÜ¨ÜÈÉ®Ü AvÜxÓÝÆáWÜÙÜ®Üá° ×àWæ®Üá°ñæ¤àÊæ 

(A) µàÇ…x (B) ÃæPÝv…ì 

(C) BÂqÅŸãÂp… (D) ÓÜãrvæíp… QàÈ 

 In DBMS, the row in a table is called 

(A) Field (B) Record 

(C) Attribute (D) Student key 
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7. væàpÝ¸æàÓ…¯í¨Ü PæàÙÜÇÝWÜáÊÜ ±ÜÅÍæ° 

(A) PæÌ„Ä (B) Ä±æäàp…ì 

(C) ¶ÝÊÜå…ì (D) µàÇ…x 

 A question asked from a database is 

(A) Query (B) Report 

(C) Form (D) Field 

8. G¯rqWæ ÓÜíŸí˜Ô¨Ü ÊÜÞ×£WÜÙÜá 

(A) pæàŸÇ… (B) BÂqÅŸãÂp…WÜÙÜá 

(C) ÃæPÝv…ìWÜÙÜá (D) ÃæiÓæóàÐÜ®…WÜÙÜá 

 The details associated with an entity are 

(A) Table (B) Attributes 

(C) Records (D) Registrations 

9. ±ÝÅ¥ÜËáPÜ ¸æíQ EípÝ¨ÝWÜ ÓÜí±ÜQìÓÜ¸æàPÝ¨Ü ñÜáñÜáì ¨ÜãÃÜÊÝ~ ÓÜíTæÂ 

(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 
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10. PæÙÜ Óæãío ®æãàËWæ PÝÃÜ| 

(A) BWÝWÜ ÊÜááí¨æ ÓÝWÜáÊÜâ¨Üá 

(B) ¸æ¯°®Ü ÊæáàÇÝ½WÜPæR B«ÝÃÜËÆÉ©ÃÜáÊÜâ¨Üá 

(C) PÜábì¿áÈÉ ¸æ¯°Wæ B«ÝÃÜËÆÉ©ÃÜáÊÜâ¨Üá 

(D) ñÜáí¸Ý ÓÜÊÜá¿á ÊÜááí¨ÜPæR ÓÝWÜá£¤ÃÜáÊÜâ¨Üá 

 Sore lower back is caused due to  

(A) Reaching forward frequently  

(B) No lumber support 

(C) No upper back support from chair 

(D) Reaching forward for a long period 

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. bñÜÅÊÜ®Üá° ÊÜÓÜá¤Ë®Ü PæÙÜ»ÝWÜ¨ÜÈÉ CÄÓÜÆá ŸÙÜÓÜáÊÜ BÁáR .......................... . 

 Image can be placed at the bottom of an object using the                

option .................... . 

12. ÊÜÞvÜãÂÇ…WÜÙÜ ÓÜíWÜÅÖÜÊÜ®Üá° .......................... G®Üá°ñæ¤àÊæ. 

 A collection of modules is called ................... .  
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13. PæÌ„Ä¿á®Üá° ¿áãÔíW… B ËhÝv…ì, C®… wÓæç®… ÊÜäÂ ÊÜáñÜá¤ ………………… 

ŸÙÜÔ ÃÜbÓÜŸÖÜá¨Üá. 

 A query can be created by using a Wizard, in design view           

and ................... . 

14. »è£PÜ A±Ý¿áWÜÙÜá ………………… ¯í¨Ü ÓÜí»ÜËÓÜáñÜ¤Êæ. 

 Physical hazards occur due to .................... . 

III. 15. A-±Üqr¿áÈÉ pÝÂ¸…WÜÙÜ®Üá° ÊÜáñÜá¤ B-±Üqr¿áÈÉ AÊÜâWÜÙÜ BÁáRWÜÙÜ®Üá° ¯àvÜÇÝX¨æ. 

AÊÜâWÜÙÜ®Üá°  Öæãí©Ô EñÜ¤ÃÜWÜÙÜ®Üá° PÜÅÊÜÞûÜÃÜ¨æãvÜ®æ ŸÃæÀáÄ  

   4 × 1 = 4 

  Tabs are given in Column –A and their options are given in 

Column-B. Match them and write answer along with alphabet : 

A-±Üqr 
Column-A 

B-±Üqr 
Column-B 

i) Gwp… pÝÂ¸…

Edit tab

a) ÓÜ¸…pæãàoÇ…  

Subtotal 

ii) C®ÜÕp…ì pÝÂ¸… 

Insert tab 

b) WæãàÇ… ÔàP… 

Goal seek  

iii) oãÇ…Õ pÝÂ¸… 

Tools tab  

c) Öæç±ÜÃ…ÈíP… 

Hyperlink 

iv) vÝpÝ pÝÂ¸… 

Data tab 

d) ÃæPÝv…ì ÇæçŸÅÄ 

Record library 

 e) pÝÅÂP… aæàígÓ… 

Track changer 

 f) C®ÜÕp…ì Îàp… 

Insert sheets 

 g) ÈíP… oá GP…Õoì®ÜÇ… vÝpÝ 

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

 Answer the following questions : 

16. È¸æÅ BµàÓ… ÃæçoÃ…®ÜÈÉ CÊæáàh… Êæãàv… oãÇ…®Ü E±ÜÁãàWÜÊÜ®Üá° £ÚÔ. 

 Mention the use of Image mode tool in LibreOffice Writer. 

17. È¸æÅ BµàÓ… ÃæçoÃ…®ÜÈÉ ±æàh… ±Üâo  ±Ü¨ÜÊÜ®Üá° ÊÝÂTÝÂ¯Ô.

 Define the term "Page" in LibreOffice Writer. 

18. ËñÜÄñÜÖÝÙæ¿áÈÉ ÓÜ¸…pæãàoÇ… Gí¨ÜÃæà®Üá  

 What is subtotal in spreadsheet ? 

19. ËñÜÄñÜÖÝÙæ¿áÈÉ PÜ®…ÓÝÈvæàp… BÁáR¿á E±ÜÁãàWÜÊÜ®Üá° £ÚÔ. 

 Mention the use of consolidate option in spreadsheet. 

20. ËñÜÄñÜÖÝÙæ¿áÈÉ ÍæàÃ… Óæøv…Îàp… BÁáR¿áá ¨æãÃæ¿ááÊÜ pÝÂ¸…®Üá° ÖæÓÜÄÔ. 

 Name the tab which provides share spreadsheet option in 

spreadsheet software. 

21. væàpÝ¸æàÓ…®ÜÈÉ®Ü ±æùÊÜáÄ QàÈ ±Ü¨ÜÊÜ®Üá° ÊÝÂTÝÂ¯Ô. 

 Define the term 'primary key' in database. 

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

 Answer the following questions : 

22. vÝÅÂW… Aív… vÝÅ±… BÁáR¿á®Üá° ŸÙÜÔ ÃæçoÃ…®ÜÈÉ bñÜÅÊÜ®Üá° ÓæàÄÓÜáÊÜ 

ÖÜíñÜWÜÙÜ®Üá° ŸÃæÀáÄ. 

 Write the steps to insert an image into writer using drag and drop 

option. 

23. bñÜÅ¨Ü ÓÝ§®ÜÊÜ®Üá° ¯«ÜìÄÓÜáÊÜâ¨Ü®Üá° ¯¿áí£ÅÓÜáÊÜ ®ÝÆáR ÓæqríW…WÜÙÜ®Üá° ÖæÓÜÄÔ. 

 Name the four settings which control the positioning of an image 

in a document. 
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24. ÊÜÞÂPæãÅà©í¨Ü ÃæPÝv…ì ÊÜÞvÜÆá ÓÝ«ÜÂÊÝWÜ¨Ü BÂûÜ®…WÜÙÜ®Üá° ±ÜqrÊÜÞw. 

 List the actions that are not recorded by macro. 

A¥ÜÊÝ /OR 

 AŸÕÆãÂp… ÊÜáñÜá¤ ÄÇæàqÊ… Öæç±ÜÃ…ÈíP…WÜÙÜ ®ÜvÜáË®Ü ÊÜÂñÝÂÓÜWÜÙæà®Üá 

Differentiate between absolute and relative hyperlinks. 

25. væàpÝ¸æàÓ…Wæ ÓÜíŸí˜Ô¨Üíñæ, PæÙÜX®ÜÊÜâWÜÙÜ®Üá° ÊÝÂTÝÂ¯Ô  

 (a) ¶ÝÊÜå…ìWÜÙÜá 

 (b) Ä±æäàp…ìWÜÙÜá 

 Define the following with respect to database : 

 (a) Forms 

 (b) Reports. 

26. w¹GíGÓ…®Ü ®ÝÆáR E±ÜÁãàWÜWÜÙÜ®Üá° ±ÜqrÊÜÞw. 

 List the four advantages of DBMS. 

A¥ÜÊÝ /OR 

 ®ÜãÂÊÜáÄP… væàpÝpæç±…®Ü ¿ÞÊÜâ¨Ý¨ÜÃÜã ®ÝÆáR Ë«ÜWÜÙÜ®Üá° ÖæÓÜÄÔ.

Name any four types of numeric datatype.  

27. AX°¿á ËË«Ü ÊÜWÜìWÜÙÜ®Üá° ±ÜqrÊÜÞw. 

 List the different classes of fire. 
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VI. D PæÙÜX®Ü ±ÜÅÍæ°WÜÚWæ EñÜ¤ÄÔ  4 × 3 = 12 

 Answer the following questions : 

28. ÃæçoÃ…®ÜÈÉ®Ü pæàŸÇ… B¶… PÜípæíp…Õ (ToC) ®Ü ¿ÞÊÜâ¨Ý¨ÜÃÜã ÊÜáãÃÜá 

pÝÂ¸…WÜÙÜ®Üá° ÖæÓÜÄÔ ÊÜáñÜá¤ AÊÜâWÜÙÜ PÝ¿áì £ÚÔ. 

 Name any three tabs present in table of contents (ToC) in writer, 

and mention their functions. 

A¥ÜÊÝ /OR 

 pÝÅÂP… aæàígÓ… oãÇ…¸ÝÃÜ®Üá° ËàüÓÜÆá CÃÜáÊÜ ÖÜíñÜWÜÙÜ®Üá° £ÚÔ ÊÜáñÜá¤ pÝÅÂP… 

aæàígÓ… BÁáR¿á E±ÜÁãàWÜWÜÙÜ®Üá° £ÚÔ.

Mention the steps to view the track changes toolbar and write the 

uses of track changes option. 

29. ÃæçoÃ…Wæ ÓÜíŸí˜Ô¨Üíñæ, D PæÙÜX®Ü ÍæçÈ ÊÜWÜìWÜÙÜ PÝ¿áìWÜÙÜ®Üá° ŸÃæÀáÄ  

 (a) ÈÓ…r 

 (b) ¶æÅàÊÜå… ÍæçÈWÜÙÜá 

 (c) PÝÂÃæPÜrÃ… ÍæçÈWÜÙÜá 

 Write the functions of the following style categories related to 

writer : 

 (a) List 

 (b) Frame styles 

 (c) Character styles 

30. ËñÜÄñÜÖÝÙæ¿áÈÉ, Öæç±ÜÃ…ÈíPÜ®Üá° ÃÜbÓÜÆá CÃÜáÊÜ ÖÜíñÜWÜÙÜ®Üá° ËÊÜÄÔ. 

 Explain the steps to create a hyperlink in spreadsheet. 



CCE-III-RR/PF(A)/111/7159   86-EK (Level-2)  

 10  of  12 

31. væàpÝ¸æàÓ…®ÜÈÉ®Ü ÖæçÃÝÃ…QPÜÇ… væàpÝ ÊÜÞvæÇ…®Üá° E¨ÝÖÜÃÜOæ ÓÜ×ñÜ ËÊÜÄÔ. 

 Explain the hierarchical data model in database with an example.  

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

 Answer the following questions : 

32. È¸æÅ BµàÓ… ÃæçoÃ… A®Üá° ŸÙÜÔ ÊÜÓÜá¤Ë®Ü WÝñÜÅÊÜ®Üá° ÊÜÞ±ÜìwÓÜáÊÜ ÖÜíñÜWÜÙÜ®Üá° 

ËÊÜÄÔ. 

 Explain the steps to resize an object using LibreOffice Writer. 

A¥ÜÊÝ /OR 

 ÃæçoÃ…®ÜÈÉ PÜÊæáíp…WÜÙÜ®Üá° ÓæàÄÓÜáÊÜ ÊÜáñÜá¤ ñæWæ¿ááÊÜ ÖÜíñÜWÜÙÜ®Üá° ËÊÜÄÔ.

Explain the steps to add comments and delete comments in 

writer. 

33. PæÙÜX®Ü ¨ÜñÜ¤ ±ÜÅPÝÃÜWÜÙÜ®Üá° ÓÜíü±Ü¤ÊÝX ËÊÜÄÔ  

 (a) ŸãÈ¿á®… pæç±… 

 (b) ¸æç®ÜÄ væàpÝpæç±… 

 (c) PÜÃæ¯Õ væàpÝpæç±… 

 (d) væàp… væàpÝpæç±… 

 Explain briefly the following data types : 

 (a) Boolean type 

 (b) Binary data type 

 (c) Currency data type 

 (d) Date data type. 

A¥ÜÊÝ /OR 
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 È¸æÅ BµàÓ… ¸æàÓ…®Ü ¿áãÓÜÃ… CíoÃ…¶æàÓ…Wæ ÓÜíŸí˜Ô¨Üíñæ, PæÙÜX®ÜÊÜâWÜÙÜ®Üá° 

ÓÜíü±Ü¤ÊÝX ËÊÜÄÔ.

 (a) pæçoÇ… ¸ÝÃ… 

 (b) Êæá®Üá ¸ÝÃ… 

 (c) ÓÝrívÜv…ì oãÇ… ¸ÝÃ… 

 (d) ÓæràoÓ… ¸ÝÃ… 

Briefly explain the following with respect to LibreOffice base user 

interface : 

 (a) Title bar 

 (b) Menu bar 

 (c) Standard tool bar 

 (d) Status bar 

34. væàpÝ ¸æàÓ…®ÜÈÉ ÄÇæàqíW… pæàŸÇ…WÜÙÜ E±ÜÁãàWÜWÜÙÜ®Üá° ËÊÜÄÔ. 

 Explain the advantages of relating tables in database. 
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