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o FYF T T [ 59 JeT-9H 7 JRT g 8 T §97 38 8

Please make sure that the printed pages in this question paper are 8 in number and

it contains 38 questions.
o o7 ¥ Ile7 & @l ST /Y T4 Fie T # G TA-Yikaw % JeF-yS g7 g

The Code No. on the right side of the question paper should be written by the

candidate on the front page of the answer-book.
o FYT 7 F T [TGT & FVT G Ye, T B HHE T [

Before beginning to answer a question, its Serial Number must be written.
o GUCYTH % T 7 Grdl g/ G T EIg)

Don’t leave blank page/pages in your answer-book.
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o GuryRaE & SR @ de T& Fh T savEEagar & ki@ e e Fae T
#Ie)

Except answer-book, no extra sheet will be given. Write to the point and do not

strike the written answer.
o ghEreff o1 U To FIT-GH GT S7FST [or@)

Candidates must write their Roll Number on the question paper.

» U FeTl F FAC 37 @ g7 98 GARaT FY @ [ FeT0H [T T @& &, qOEr % ST 56
T 7 g o qrar w&hHe T8 RAr aam

Before answering the question, ensure that you have been supplied the correct and
complete question paper, no claim in this regard, will be entertained after
examination.

Ae: g7 FF 1 @3 F @ B G 597 & 99 T 797 9 &

Attempt any two questions from question numbers 1 to 3. Rest are

compulsory.

1. Calc ¥ ST HIGIdee & & I G| 5

Write steps to consolidate data in calc.

2. e ¥ 39 U9 9 399 Mohee & X9 g 5

Write steps to extract a table from Web page in spreadsheet.

3. Libra office Base ¥ e <Y W Aie fad| 5

Write note on data types in Libre office Base.

4. S HUGH FH IaEXOT Gfed aue B 3

Explain data consistency with example.

5. Ted @ AR ©EA § &dd HH & I [l 3

Write steps to modify an existing style.
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10.

11.

12.

13.
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T% ST § 39 S 8IR gAM & = ford|

Write steps to insert an image to a document and rotate it.

BASIC ST oAt @ geEdr & ¥ M & T |

Write steps to create a macro using BASIC programming language.

STEER GO & fhel @ Taes & au H]|

Explain any two barriers to effective communication.

e T o B 7

What is text wrapping ?

el B BRE B B9 F BT YA A S 2 7

How macro can be used as a function ?

digST ‘@B’ w7 ?

What is candidate key ?

ITHY & & 5T Ganest & &g &l & ?

What resources are required in IT work environment ?

MY ST FAT B T T Y §91 G & 7

How you can keep your back free of strain ?
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(egfres e )

(Objective Type questions)

14. TF RHARE BT .ooneeennnnn U B HH HIAT 2 1
A reclined angle reduces .............. pressure.
15. SEEd § T & ..o H T FA &l 1

16. DBMS & I & ...ocovonen 3l 1

17. B B GUE wevneennnnn. AT B 1

18. X § SETHE ..ovvennnnn .. WA ¥ o 2 1
In writer, alignment comes under ............. style
19. SEEH § U I8 % TD Bl oovvennnens FEd &l 1

.............. is a form of asking questions from database.

20. IDE®H T &7 ..ooonnnn, 3l 1

Full form of IDE is ............... .

21. TS BEA B BEA TFICTT .ovveernnnnnn. Bl 1
(A) .jpg (B) .png
(C) .txt (D) .mp3
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............. is file extension of sound file.

(A)  jpg (B) .png
(C) .txt (D) .mp3
22, HQH &R ........... WRM 7E A S Bl 1
(A) B (B) & M
(©) e R (D) T
.............. function is not performed by mouse.
(A) Hover (B) Turn on
(C) Right click (D) Drag
23. Hifg®d TR H AT oo 2 1
(A) I A (B) @SR
(©) X (D) 3w
............. is an example of oral communication.
(A) Phone call (B) Newspaper
(C) Letter (D) E-mail
24, AT BEA B cevvrreennnn el BIRT TSI 87 Bl 1
(A) GIF (B) JPEG
(C) Odt (D) PNG

............... is not correct file extension for image file.
(A)  GIF (B) JPEG

(C) Odt (D) PNG
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25.

26.

27.

28.
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RDBMS & & 39 & 19 & RAMRT & ..o, YR | A AT o Hhal 81 1
A) 2 B) 3

(C) 4 (D) S

In RDBMS, .............. types of relationships can be set up between two tables.
(A) 2 (B) 3

C) 4 (D) 5

WX AT H Bl T W@ F . TR B AT & FEl Bl 1
(A) 2 (B) 3

C) 4 (D) 5

In writer, positioning of an image is controlled by .............. type of setting.

A) 2 (B) 3

) 4 (D) 5

Wl & oo WES H ST SEGHC H FRM § FaRed 0 & ¢ B 2 1
(A) w (B) X

(©) faee (D) =

In writer .............. style is used to organize a document in sections.

(A) Frame (B) Character

(C) List (D) Table

NS & TART B T [SHRT BGRM oo B 1
A) TR (B) H

(C) @3 (D) @A
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The default function while using consolidate is ................. .

(A) Average (B) Max
(C) Count (D) Sum
29, ..ol T S 1 IUENT ARTYE W ARG 37Ye g & o & 2l 1
(A) BT (B) e
(C) feafa (D) &4rwee
................ analysis tool find input based on output.
(A) What-if (B) Goal Seek
(C) Scenario (D) Consolidate
30. .eeenenn EHT ‘&’ & I N F H TEad H & [ & 2 1
(A)  Alt+X (B) Ctrl+X
(C) Ctrl+Z (D) Alt+Z

............. shortcut key is used to Undo previous action.

(A) Alt+X (B) Ctrl+X
(C) Ctrl+Z (D) Alt+Z
31. PG W I 3T D’ .ovvv ‘P’ FEA ol 1
Page up key on keyboard is a ............. key
32. AN B AT HART B coveennnnnnn YR Fed 2 1
Communication between two individuals is known as ............ communication.
33. HYR % 9 M E 5 &7 g @d 8, ... FEA Bl 1

The physical parts of computer that we can touch are called .............
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34.

35.

36.

37.

38.
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el U7 & SeIevS | SN ST AT 3G gEAT REA 8, .ooveeennnnnn HET 2 1

The text or image which appears faintly in the background of page is
called ............ .

WRH o A fheeX T 1 SUART BICR® & T H I B & ¢ Bl ol 1
In writer, ............ image filter tool is used to reverse the tone in photograph.
e ¥ U SR & [ TF ... qrEe $ a¥E eIl gl 1
In writer anchor acts as a ............ point for drawing.

Calc & Hehl T ... M BT =R AT ST & B 1
In calc, macro reading can be enabled using .............. options.

Calc & ..ccoennn. IO AU AT W S & ST YT ST R GH Bl I B 1

........... tool in calc creates the group automatically and applies function on

grouped data.



