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(i)  

(ii) 21  

(iii)  

(iv) (5 + 16) = 21 , 2  

 (5 + 10) = 15  

(v)  

(vi) 24  
 (a) 5  
 (b)  
 (c)  
 (d)  

(vii) 26  
 (a) 16  
 (b) 10   
 (c)  
 (d)  
 

 
 ( )  (24 ) 

1. 6 4  4×1=4 

(i) (Communication Cycle) ?   1 

(A)    

(B)  

(C) (transmit)   

(D)  
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General Instructions : 

(i) Please read the instructions carefully. 

(ii) This question paper consists of 21 questions in two Sections : Section A 
and Section B.  

(iii) Section A has Objective Type Questions, whereas Section B contains 
Subjective Type Questions.  

(iv) Out of the given (5 + 16) = 21 questions, a candidate has to answer  
(5 + 10) = 15 questions in the allotted (maximum) time of 2 hours.  

(v) All questions of a particular section must be attempted in the correct order. 

(vi) Section A  : Objective Type Questions (24 marks) :  
(a) This section has 5 questions.  
(b) There is no negative marking.  
(c) Do as per the instructions given.  
(d) Marks allotted are mentioned against each question/part.  

(vii) Section B : Subjective Type Questions (26 marks) :  
(a) This section has 16 questions.  
(b) A candidate has to do 10 questions.  
(c) Do as per the instructions given.  
(d) Marks allotted are mentioned against each question/part.   

  Section A 

  (Objective Type Questions)                  (24 Marks) 
 

1. Answer any 4 out of the given 6 questions on Employability Skills. 4×1=4 

(i) What is the role of feedback in the Communication Cycle ?    1 

 (A) To initiate the message  

 (B) To acknowledge and respond to the message  

 (C) To transmit the message 

  (D) To interrupt the communication 
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(ii) (Stress Management) ?  1 

(A)   

(B)  

(C)   

(D)  

(iii) ?  1 

(A)    

(B)  

(C)   

(D)  

(iv) (SMART)  ?   1 

(A)  (Simple)  (B)  (Special) 

(C)  (Specific) (D) (Social) 

(v) (Sustainable Development) ?  1 

(A) 

 

(B)  

(C)   

(D)  

(vi) ?  1 

(A) (Gaming Software)  

(B) (Designing Software) 

(C)  (Operating System)  

(D) (Internet Software) 
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(ii) What is the ultimate goal of stress management ?  1 

 (A) Being depressed   

 (B) Ignoring stress   

(C) Being stressed at all times   

(D) Maintaining a balance between life, work, and relaxation 

(iii) Which of the following is an example of a wage employed person ?  1 

 (A) A taxi driver who owns his own car  

 (B) An accountant working at a Bank 

 (C) A freelance photographer 

 (D) A shop owner 

(iv)    1 

 (A) Simple   (B) Special 

 (C) Specific (D) Social 

(v) Why is there a need for Sustainable Development ?  1 

 (A) 

ability to meet their needs 

 (B) To focus solely on environmental conservation 

 (C) To increase the consumption of resources 

 (D) To guarantee short-term economic growth 

(vi) The most important software in any computer is the _____________. 1 

 (A) Gaming Software 

 (B) Designing Software 

 (C) Operating System 

 (D) Internet Software 
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2. 6 5  5 1=5 
(i)  __________ (save)

1 

(A) (Table of Contents)  
(B) (Style) 

(C) (Comments)    
(D) (Track Changes) 

(ii)  LibreOffice Writer  
(filtering)  (resizing)  (cropping)  (rotating)

?   1 
(A)  (Image) (B)  (Drawing) 

(C)  (Formatting)  (D)  (Standard) 

(iii) __________  (topics) (subtopics)

   1 
(A) (Template) (B)  (Table) 

(C)  (Table of Contents)   (D)  (Content) 

(iv) LibreOffice Writer ,  (menu) (Track 

Changes)  ?    1 
(A) (File) (B)  (Edit) 

(C) (View)  (D) (Insert) 

(v) (Writer) __________

    1 
(A) (Image Wrapping)   
(B) (Picture Wrapping) 

(C)  (Image Placement)    
(D) (Text Wrapping) 

(vi)  (Table of Contents) (Index) 

(Bibliography) (dialog box) __________   1 
(A) 4 (B) 5 
(C) 6  (D) 7 
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2. Answer any 5 out of the given 6 questions. 5×1=5 

(i) _____________ is a collection of all formatting information, which you 
want to save and then apply on the document.  1 

 (A) Table of Contents  

 (B) Style 

 (C) Comments   

 (D) Track Changes 

(ii) Ravi wants to use tools for filtering, resizing, cropping and rotating of 
an image inserted in his project created in LibreOffice Writer. Which 
toolbar should he use to access these tools ?  1 

 (A) Image   (B) Drawing 

 (C) Formatting  (D) Standard 

(iii) __________ contains a list of topics and subtopics that have been 
covered in the book along with page numbers.  1 

 (A) Template  (B) Table 

 (C) Table of Contents (D) Content 

(iv) In LibreOffice Writer, which of the following menus contains the Track 
Changes option ?  1 

 (A) File   (B) Edit 

 (C) View (D) Insert 

(v) __________ feature of Writer allows the placement of image in relation 
to text.  1 

 (A) Image Wrapping  

 (B) Picture Wrapping 

 (C) Image Placement   

 (D) Text Wrapping 

(vi) There are __________ tabs present in the Table of Contents, Index or 
Bibliography dialog box.  1 

 (A) 4  (B) 5 

 (C) 6  (D) 7 
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3. 6 5  5 1=5 

(i)  LibreOffice Calc __________

(sum)  (average) 1 

(A) Average (B) Subtotal 
(C) Comment (D) Link 

(ii) Calc  __________ (option) (trends)

(relationships) , (multiple)

(worksheets) (single)  (spreadsheet)

1 

(A) Consolidate (B) Subtotal 
(C) Group by (D) Goal Seek 

(iii) __________ (cell)

1 

(A) (Notes) (B)  (Data) 

(C)  (Total) (D)  (Comment) 

(iv) __________ sign Absolute 

Cell Reference)     1 

(A) #  (B) @ 
(C) % (D) $ 

(v)  LibreOffice Calc , (specific 

output)  1 

(A) Subtotal (B) Goal Seek 
(C) Macros  (D) Hyperlink 

(vi) LibreOffice Calc _________

  1 

(A) (Record Changes) 
(B)  (Hyperlink) 

(C)  (Make Changes)  
(D)  (Cell Reference) 
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3. Answer any 5 out of the given 6 questions. 5×1=5 

(i) The __________ tool in LibreOffice Calc creates the group automatically 
and applies common functions like sum, average on the grouped data.  

 (A) Average   (B) Subtotal 

 (C) Comment  (D) Link 

(ii) __________ option of Calc is used to view and compare a variety of data 
from multiple worksheets into a single spreadsheet, for identifying 
trends and relationships.   1 

 (A) Consolidate   (B) Subtotal 

 (C) Group by (D) Goal Seek 

(iii) __________ is used to add notes or suggestions to a cell in a spreadsheet. 

 (A) Notes  (B) Data 

 (C) Total (D) Comment 

(iv) The __________ sign is used for absolute cell reference in a spreadsheet. 

 (A) # (B) @ 

 (C) % (D) $ 

(v) Which of the following feature of LibreOffice Calc, helps in finding out 
the input for the specific output ?  1 

 (A) Subtotal (B) Goal Seek 

 (C) Macros (D) Hyperlink 

(vi) __________ feature of LibreOffice Calc provides different ways to record 
the changes made by one or the other users in the spreadsheet.  1 

 (A) Record Changes   

 (B) Hyperlink 

 (C) Make Changes  

 (D) Cell Reference 
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4. 6 5  5 1=5 

(i)  ______________ 

(user-friendly)

(easy-to-read) (enter) 1 

(A) (Report)  (B) (Form) 

(C) (Query) (D) (Database)

(ii)  LibreOffice Base __________ view 

(enter) 1 

(A) Design (B) Enter 
(C) Datasheet  (D) Query

(iii)  (multiple) __________

(inconsistency)  
1 

(A) (Owner)  
(B) (Design) 

(C) (Database)  
(D) (Redundancy)

(iv)  LibreOffice Base 1 

(A)   
(B) (open source)  

(C) (character)   
(D) 

(v)   (object) 1 

(A)  (Query) (B)  (Table) 

(C)  (Chart) (D)  (Report)

(vi)  __________ (key) (row)

1 

(A) Foreign (B) Primary 
(C) Relational (D) Column 
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4. Answer any 5 out of the given 6 questions. 5×1=5 

(i) A __________ is an object of the database that has a user-friendly 
interface where data can be entered and seen in an attractive and  
easy-to-read format.  1 

 (A) Report (B) Form 

 (C) Query  (D) Database 

(ii) In LibreOffice Base, data can be entered in a table only in __________ 
view.   1 

 (A) Design (B) Enter 

 (C) Datasheet (D) Query 

(iii) While working with multiple tables, you need to check and reduce the 
__________  and inconsistency of data.  1 

 (A) Owner  

 (B) Design 

 (C) Database  

 (D) Redundancy 

(iv) Which of the following statements is true about LibreOffice Base ?  1 

 (A) It is a spreadsheet software.  

 (B) It is a free and open source software. 

 (C) It can store only character data.  

 (D) It is a designing software. 

(v) Which of the following is not an object in a database ?  1 

 (A) Query  (B) Table 

 (C) Chart (D) Report 

(vi) A __________ key is a field that uniquely identifies a row in a table.  1 

 (A) Foreign  (B) Primary 

 (C) Relational (D) Column 
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5. 6 5  5 1=5 

(i)  (hazard) 1 

(A) (Rapid Action Team)  
(B)  

(C)   
(D) (emergency 

response)

(ii)  (workplace)  
?  1 

(A) 

(B) electrical controls  

(C)   
(D) 

(iii)  __________ (fire classification) , 
1 

(A)  A  (B)  B  

(C)  C  (D)  D  

(iv)  
(factor) 1 

(A)   
(B)  

(C)   
(D) 

(v)  
 1 

(A)   
(B)  

(C)   
(D) 
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5. Answer any 5 out of the given 6 questions. 5×1=5 

(i) What is a hazard in the context of safety and health ?  1 

 (A) Rapid Action Team  

  (B) Something that can cause harm to people 

 (C) A safety measure implemented to prevent accidents 

 (D) An emergency response plan for workplace incidents 

(ii) Which of the following is not a valid safety guideline of a workplace ? 

 (A) Make sure all areas have proper lighting   

 (B) Do not play with electrical controls or switches 

 (C) Shut down all machines before leaving the workplace  

 (D) Wear loose clothing or jewellery when working with machines 

(iii) In fire classification, electrical material and equipment comes under 
__________ .  1 

 (A) Class A material (B) Class B material 

 (C) Class C material (D) Class D material 

(iv) What is a major contributing factor to obesity, especially in children, 
with respect to use of computers ?  1 

 (A) Excessive physical activity  

 (B) Spending long hours on computers without breaks 

 (C) Eating healthy snacks while using the computer 

 (D) Regular exercise during computer breaks 

(v) Which of the following is compulsory in order to provide a healthy 
working environment to the employees ?  1 

 (A) Shopping corner  

 (B) Cleanliness of the workplace 

 (C) Library  

 (D) Music therapy room
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(vi)  (slip and fall) __________  1 

(A) (Physical hazard)  

(B) (Electrical hazard) 

(C) (Chemical hazard)  
(D) (Biological hazard) 

 $ 
 26   

5 3  20 30
 3 2=6 

6. (non-verbal communication)   2 

7. (qualities)  2 

8.   2 

9.  (stress management techniques)

 2 

10.  (Sustainable Development)  2 

6 4 20  30  4 2= 8 

11. LibreOffice Writer  (template)

(save)  2 

12. (Accidents) (Emergencies)  2 

13. LibreOffice Calc Shared Spreadsheet ?

 2

14. (Relative) (Absolute) ?  2 

15. LibreOffice Base S

 2

16.  2 
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(vi) Slip and fall is a type of __________ .  1 
 (A) Physical hazard  
 (B) Electrical hazard 
 (C) Chemical hazard  
 (D) Biological hazard 

Section B 

                                           (Subjective Type Questions)           (26 marks)        

 

Answer any 3 out of the given 5 questions on Employability Skills in 20 30 words 
each. 3×2=6 

6. What is non-verbal communication ? Give examples.  2 

7. Give any four qualities of a successful entrepreneur.  2 

8. How can a computer be protected against viruses ? Discuss in brief.  2 

9. Mention any four simple stress management techniques.  2 

10. Briefly discuss the importance of Sustainable Development.  2 

Answer any 4 out of the given 6 questions in 20  30 words each.  4×2=8 

11. What are templates in LibreOffice Writer ? What all can be created and 
saved in a template ?   2 

12. Differentiate between Accidents and Emergencies.  2 

13. 
two advantages of sharing a spreadsheet.  2 

14. What is Relative and Absolute Hyperlink in a spreadsheet ?  2 

15. 
its two types.  2 

16. Give any two ways to avoid slips and falls at the workplace.  2  
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5 3 50  80  3  4=12 

17. LibreOffice Writer

(adjust) (arrange)

: 2+1+1=4 
  Text (positioning image) , Anchoring 

Arrangement  

  (Invert Image Filter)

 Grouping drawing objects

18. LibreOffice Calc  1+1+2=4 
  (Macros)  

  

 

19. multiple  
(relationship)  1+2+1=4 

  
  prerequisite

 

  

  LibreOffice Base (relationship) ,
(common field) (data type) ,

20. 
dry eyes

 1+2+1=4 
  (ergonomics)  

  
ergonomically

  Occupational Overuse Syndrome
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Answer any 3 out of the given 5 questions in 50  80 words each.  3×4=12 

17. Ankita is designing a birthday card for her friend, in LibreOffice Writer. 
She inserted a few pictures which she wants to adjust and arrange in 
different ways. Help her do the same by explaining the following to her :    
  2+1+1=4 

 (a) With reference to positioning image in the text, differentiate 
between Anchoring and Arrangement. 

 (b) What is the effect of Invert Image Filter on the image ? 

 (c) What do you mean by Grouping drawing objects ?   

18. In context of LibreOffice Calc, answer the following : 1+1+2=4 

 (a) Define the term Macros. 

 (b) State any two rules for naming a Macro. 

 (c) Give the steps to record a Macro.   

19. While working with multiple tables, you need to set up relationships 
between the tables of a database.  1+2+1=4 

 Answer the following questions based on the above information : 

 (a) What is the most important prerequisite for setting a relationship 
between the two tables ? 

 (b) How many types of relationships can be created between two  
tables ? Name any two. 

 (c) While setting up relationship between two tables in LibreOffice 
Base, what will happen if the data type of common field in both 
tables is not same ? 

20. Amit, an office employee, has been experiencing the problem of dry eyes 
due to long hours spent working on his computer in the office. Guide him 
by answering the following questions :  1+2+1=4 

 (a) Define the term ergonomics. 

 (b) Suggest two ergonomically correct measures to avoid the above 
health issue. 

 (c) What is Occupational Overuse Syndrome ?  
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21. (table) BOOKS  

    4 

BID Name DOP Type Price 

2001  2019-05-19 Inspire  450.00 

4003 Millionaire 2017-12-21 Inspire  340.00 

3024 The Chair 2020-02-25 Horror  320.00 

2082 Morning Tea 2017-11-20 Mystery  310.00 

1502 Nightingale 2021-06-15 Biography  270.00 

1300 The Truth 2020-08-18 Mystery  510.00 

   

( ) candidate keys  

( ) (attribute) (primary key)

 

( ) Price  (data type)

 

( ) BOOLEAN Datatype. 
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21. Consider the table BOOKS given below and answer the questions that 
follow :  

BID Name DOP Type Price 

2001 Gift 2019-05-19 Inspire  450.00 

4003 Millionaire 2017-12-21 Inspire  340.00 

3024 The Chair 2020-02-25 Horror  320.00 

2082 Morning Tea 2017-11-20 Mystery  310.00 

1502 Nightingale 2021-06-15 Biography  270.00 

1300 The Truth 2020-08-18 Mystery  510.00 

 BID  Book Identification, DOP  Date of Purchase : 

 (a) Identify and name the candidate keys from the above table. 

 (b) Identify and write the attribute which is best suitable to be declared 
as a primary key. 

 (c) 
answer. 

 (d) Explain in short  BOOLEAN Datatype.  

 


