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There are two sections in this question paper. Section-I contains 5

questions and Section-II contains 13 questions. All questions are
compulsory.
Marks alloted to the questions are mentioned against them.
Read each question carefully and answer to the point.
Four options are given in answer of each multiple choice question in
the question paper. Write correct option in your answer book.
Very short answer type questions carrying 1 mark to be answered in
about 10 to 20 words.
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.

(ii)
(iii)
(iV)

Note (i)

(ii)
(iii)
(iV)

(V)

(Vi)
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(Section-I)

1. E©mvqqlag+mr#wuTfit!?
(i) bam 31 wr

(ii)

(iii) baa fBvIv biRd
(iv) nW, +wrE ud faM He;d
What should a strong password contain?

(i) only letters

(ii) only numbers

(iii) only special characters

(iv) letters, numbers & special characters

dw us aafaa+@rTdtfiaTn am fIeld g-

(i) 10 (ii) 17 (iii) 15 (iv) 22

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

(ii) 17 (iii) 15

2.

(i) 10

JdqV'nd,II mr g?

What is Entrepreneurship?

MTr?' + nq mr VFIgTa g?

What do you understand by 'Communication'?

mar/ OR

(iv) 22

3.

4. 2

WITat Mr? + 7 C's mr g?

What are 7 C's in effective communication?

wqqmRrqbq6ma mleITSdI

Discuss the importance of Time Management.

RenT / OR

m-iWIT mr e? iWTT + gma nr wh atfalII

What is self motivation? Describe the types of motivation.

5. 3
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(Section-II)

fai3fff%WITsa+qa 3itftIR?nwa+bfau#rvr+lfiaw WhTfaaam g?
(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
nqGlfhct + + #1 dt ©Pf©qar Subtotal Tool + iq,Idl qd g?

(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
f©w6wn©r wzhT+mta#zhTawlTl&fatlfnaTarar g? 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( )
fa&3iff%nqTTamTg? 1

(a) EadSvita ;hTm

(c) Ea hit?TqWK&lr
What is Libre office writer?

6. 1

(d) Insert
7. 1

8.

9.

(b)
(d)

wag sit+?rt
V©gTZ;T&n SamI

(a) A Spread Sheet Program

(c) A Presentation Software

gmt (Styles) mIg?
What are Styles?

©TZfRm iga s?w13irTMMzraT©r wr gmt? 1

What is the importance of data protection and confidentiality in the workplace?

fajqTsa+fHM nTT&:©r©Td6aTsdI

Explain the function of fill format in Libre writer.

geT 3+1 sEnT + 31m SaT#1
Differentiate between data and information.

qfaf©ritarfndaRfwmq?a+cmraT8at3rq@r©Oti’
What will you do if someone gets electrocuted at work?

(b)
(d)

A Word Processor

A Data Base Program
10.

11.

12.

13.

14.

1

2

2
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15. fai dsQitc + comments as+ b mutt a BaTsdI

Write Steps to add comments to Libre Spreadsheet.
nHI / OR

fa&dgWtZaUTW ®r+#uwlfafQwl
Write the Steps to Share Libre Spreadsheets.

fai 3rTfwlr bm i Consolidate @n al mr BMTa }? wa maT{ @& b uwr
GIf:gUI 3

What is the use of Consolidate function in Libre Office Calc? Write steps to apply
this.

2

16,

17.

18.

TOC a fad 3HfqH ITsa $ $RTf aa b +H fafjglII

Write Steps to insert TOC in a Libre OfFice writer.

i©da©®ldar}? fRi3nf%wIT$a+i6dMxjwqaMRaq+ barqtaRgl!? 3

What is Track Changes? What is the benefits of using Track changes option in
Libre office writer?

3

aHa1 / OR

=T{.a. wsf% aldf a ad + a+ amt fia6a ar wh afat!?
What difficulties occurs during the working in IT related work?

#####
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