Ae .
Roll No.

e st o e - 4

No. of printed pages : 4
052 252 (HNA)
2026
amg &t 5 vy
ITES
HY : 2 °90¢ ] [ QUi ¢ 30
Time : 2 Hours ] [ Max. Marks : 30
Fer: (i) 39 ye-u3 ¥ @) wos &) @Wus-I # 5 ygH gur |@os-II § 13 wo & uef yen
afard &
(i) weAl aq FefRa sie 390 arga sifed &
(iii) TP T P LAFYES Uled T T 7R AfoTe
(iv) "e9-03 # Y% Sgfdaeird ¥ & 3R § R o & v &) 92t fasew smoh
IR gRaer 3§ fufar|
(v) 137 Jret 37f oy IR A1 &1 3R @ 10 F 20 o A A
(vi) 2 3id aTel oY IR T BT IR THT 40 F 60 @l 7 Afsre
(vii) 3 3i% aTer QY IAT FLHT BT IR TRTHT 100 A 120 =T # fse]
(viii) T 9EH-UF § 99U R DIS fGaeq T8l & iy siaga weet ¥ siaRke fase wem
foam o 21 0wt ¥ Faa ve fasey & & R Al
Note : (i) There are two sections in this question paper. Section-I contains 5
questions and Section-II contains 13 questions. All questions are
compulsory.
(i)  Marks alloted to the questions are mentioned against them.
(iii) Read each question carefully and answer to the point.
(iv) Four options are given in answer of each muitiple choice question in
the question. paper. Write correct option in your answer book.
(v) Very short answer type questions carrying 1 mark to be answered in
about 10 to 20 words.
(vi) Short answer type questions carrying 2 marks to be answered in about
40 to 60 words.
(vii) Long answer type questions carrying 3 marks to be answered in about
100 to 120 words.
(viii) There is no overall choice in this question paper, however, an internal

choice has been provided in few questions. Attempt only one of the
given choices in such questions.
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gus-I
(Section-I)

1. UP USIgd UNIaE § a1 @M dfee? 1
(i) oac 3ER
(i) pacT T=Te
(iii) Pact favy dRacs
(iv) 31eR, S vd faviy dRacd
What should a strong password contain?
(i) only letters
(ii) only numbers
(iii) only special characters
(iv) letters, numbers & special characters
2. g I BRI v wIRl fasm aeg & m & | 1
(i) 10 (i) 17 (iii) 15 (iv) 22

How many Sustainable Development Goals are given by the United Nations-

(i) 10 (i) 17 (iii) 15 (iv) 22
3. JTHENGdT a1 &7 1
What is Entrepreneurship?
4, HOR' J 3T T IS &7 2
What do you understand by 'Communication'?
3rRm@r / OR

gHTEY AR ¥ 7 C's 74T &7
What are 7 C's in effective communication?
5. T EEH & HEe B TS| 3
Discuss the importance of Time Management.
3yar / OR
9-SROT 7 &? IR0 & JHRI BT Jui difoTe|

What is self motivation? Describe the types of motivation.
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10.

11.

12.

13.

14.

Eus-11
(Section-II)
T 3iffoes 1gex # Ust 3NRUCeH dae & fow &+ a1 A fadea 3w fpar smar 87
(a) File (b) Edit (c) Format (d) Insert
Which menu option allows you to change the page orientation in Libre office

writer?

(a) File (b) Edit (c) Format (d) Insert
fr=feiRaa § & @ 3 SrRiamar Subtotal Tool # 3ucrer & &2 1
(a) Sum (b) Median (c) Average (d) Count
Which of the following function is not available in subtotal tool?

(a) Sum (b) Median (c) Average (d) Count

foher B &1 3UAIT |l 35T & AT Bt 0T & Tore fopar e & 1
(a) AVERAGE () (b) SUM () (c) Total () (d) COUNT ()
What function is used to Calculate the sum of a range of cells?

(a) AVERAGE () (b) SUM () (c) Total () (d) COUNT ()
forsr siifteey Xrgex @ 22 1
(a) U Breeic T (b) UH T UMHER

(c) UFH YoiceM HITAUR (d) U® sEET I

What is Libre office writer?

(a) A Spread Sheet Program (b) A Word Processor

(c) A Presentation Software (d) A Data Base Program

97 (Styles) Far &2 1
What are Styles?

BRI H ST JRE 3R Mu=idar &1 a1 #ed 2? 1
What is the importance of data protection and confidentiality in the workplace?
foTs 1geR bt BRyT & B TS| 1
Explain the function of fill format in Libre writer.

ST 3R I # 3R FARd| 2
Differentiate between data and information.

T {5l s @ SRR | $Re @ ST ar 37 a1 BRAT? 2

What will you do if someone gets electrocuted at work?
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15.

16.

17.

18.

o1 Biseiic § comments g & TRON &Y FA=T | 2
Write Steps to add comments to Libre Spreadsheet.

3@ / OR
fors Breeiie @1 A& &R & TR ferfae|
Write the Steps to Share Libre Spreadsheets.
o8 anfts e # Consolidate a9 &1 T SUTE &7 STB! @S B & RO
fofae| 3
What is the use of Consolidate function in Libre Office Calc? Write steps to apply
this.
TOC @I forst 3nthe I@eR # 70 o3 & wowd forfae| 3
Write Steps to insert TOC in a Libre Office writer.
¢ o o er &7 o 3Nl WgeR 3 ¢ Jior 3o B SRMIdT aRe & o foikae? 3
What is Track Changes? What is the benefits of using Track changes option in
Libre office writer?

3gar / OR
37T <1, TFafera ol @ B3 A 8 arelt feawal @1 ol Sifse?
What difficulties occurs during the working in IT related work?
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