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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© Ü̈áª. »ÝWÜ&A ÊÜáñÜá¤ »ÝWÜ&B WÜÙÜ®Üá° JÙÜWæãíw¨æ. 

»ÝWÜ&A®ÜÈÉ Employability skillsWæ ÓÜíŸí˜Ô¨Ü ¯ÜÅÍæ®WÜÚ¨Üáª, »ÝWÜ&B®ÜÈÉ ÊÜÞ×£ ñÜíñÜÅþÝ®ÜPæR 

ÓÜíŸí˜Ô¨Ü ¯ÜÅÍæ®WÜÚÃÜáñÜ¤Êæ. 

 This Question Paper consists of 34 questions including Part-A and Part-B. Part-A 

consists of questions related to the Employability skills and Part-B consists of the 

questions related to Information Technology. 

2. ±ÜÅÍæ°WÜÚWæ PæãqrÃÜáÊÜ ÓÜãaÜ®æWÜÙÜ®Üá° ±ÝÈÔ. 

 Follow the instructions given against the questions. 

3. 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. 

4. ±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. 
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PART - A 

I. 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 :  3 × 1 = 3 

1. Senders send their messages by the action of 

 (A) Gestures (B) Reading 

 (C) Speaking (D) Writing 

2. Choose the correct example for strength. 

 (A) Laziness 

 (B) Confidence 

 (C) Fear 

 (D) Difficult to solve mathematical problems 

3. Our emotional mental, physical and social reaction to any perceived 

demands or threats is known as 

 (A) Emotion 

 (B) Stress 

 (C) Motivation 

 (D) Confidence 

II. Answer the following questions : 2 × 1 = 2 

4. Give any one advice to protect life below water. 

5. What is meant by time management ? 

III. Answer the following questions : 2 × 2 = 4 

6. Write any four qualities of a successful entrepreneur. 

7. What measures do you take to protect your data from theft or virus ? 

OR 

 Why is it necessary to back up data ? 

IV. Answer the following question : 1 × 3 = 3 

8. Explain the ways to overcome barriers to effective communication. 
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PART - B 

V. 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¤ÃÜÊÜ®Üá° ŸÃæÀáÄ 7 × 1 = 7 

 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 : 

9. ±Üâo¨Ü ×®æ°Çæ¿áÈÉ ÊÜáÓÜáPÝX WæãàaÜÄÓÜáÊÜ ŸÃÜÖÜ A¥ÜÊÝ bñÜÅÊÜ®Üá° ×àWæ PÜÃæ¿áÇÝWÜáñÜ¤¨æ 

(A) pæÅàv… ÊÜÞP…ì (B) ÊÝoÃ… ÊÜÞP…ì 

(C) PÝ²Ãæçp… (D) Gí¸æãàÔíW… 

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

 (A) Trademark (B) Watermark 

 (C) Copyright (D) Embossing 

10. ÊÜÞÂPæãÅ ÃæPÝv…ì BÁáR¿á®Üá° ÓÜQÅ¿áWæãÚÓÜŸÖÜá¨Ý¨Ü Êæá®Üá 

(A) Îàp… (B) oãÇ…Õ 

(C) vÝpÝ (D) Ëívæãà 

 Macro-recording option can be enabled from the menu 

 (A) Sheet (B) Tools 

 (C) Data (D) Window 

11. ÖÜíaÜÇÝ¨Ü ËñÜÄñÜÖÝÙæ¿á¬Üá® CÊÜÃÜá Gwp… ÊÜÞvÜŸÖÜá¨Üá 

(A) HPÜ ŸÙÜPæ¨ÝÃÜ

(B) ŸÖÜáŸÙÜPæ¨ÝÃÜÃÜá HPÜPÝÆ¨ÜÈÉ 

(C) JŸºÃÜ ®ÜíñÜÃÜ JŸºÃÜá ŸÙÜPæ¨ÝÃÜÃÜá 

(D) CŸºÃÜá ŸÙÜPæ¨ÝÃÜÃÜá 

 Shared spreadsheet can be edited by  

 (A) Single user 

 (B) Multiple users simultaneously  

 (C) One after the other user 

 (D) Two users 
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12. AÔ¤ñÜÌ¨ÜÈÉÃÜáÊÜ (GQÕÔríW…) væàpÝ¸æàÓ… A¬Üá® ñæÃæ¿áÆá ŸÙÜÓÜáÊÜ ÍÝp…ìPÜp… QàÈ 

(A) Ctrl + D (B) Ctrl + E 

(C) Ctrl + F (D) Ctrl + O 

 The shortcut key to open an existing database is 

(A) Ctrl + D (B) Ctrl + E 

(C) Ctrl + F (D) Ctrl + O 

13. væàpÝ¸æàÓ…­í¨Ü PæàÙÜÇÝWÜáÊÜ ±ÜÅÍæ° 

(A) PæÌ„Ä (B) Ä±æäàp…ì 

(C) µàÇ…x (D) ¶ÝÊÜå…ì 

 A question asked from a database is 

 (A) Query (B) Report 

 (C) Field (D) Form 

14. G¯rqWæ ÓÜíŸí˜Ô¨Ü ÊÜÞ×£WÜÙÜá 

 (A) pæàŸÇ…Õ (B) BÂqÅŸãÂp…Õ 

 (C) ÃæiÓæóàÍÜ¬…Õ (D) ÃæPÝv…Õì 

 The details associated with an entity are 

 (A) Tables (B) Attributes 

 (C) Registrations (D) Records 

15. ¯àÄ®Ü pH ÊÜåèÆÂÊÜ®Üá° ËÍæÉàÑÔ AÙæ¿áÆá E±ÜÁãàXÓÜáÊÜ Ë«Ý®Ü 

(A) ÃÝÓÝ¿á¯PÜ (B) hæçËPÜ 

(C) »è£PÜ (D) ¿Þí£ÅPÜ 

 The analysis used to measure pH value of water is 

 (A) Chemical (B) Biological 

 (C) Physical (D) Mechanical 
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VI. ÓÜãPÜ¤ÊÝ¨Ü EñÜ¤ÃÜ©í¨Ü ¹qrÃÜáÊÜ ÓÜ§ÙÜÊÜ®Üá° »Ü£ì ÊÜÞw  4 × 1 = 4 

 Fill in the blanks with suitable answer. 

16. JPEG ®Ü ËÓÜõñÜÃÜã±Ü ………………… . 

 The expanded from of JPEG is ...................... . 

17. ËñÜÄñÜÖÝÙæ¿á ¶æçÇ… ËÓÜ¤ÃÜOæ¿áá ................. . 

 The file extension of spreadsheet is  ........................ . 

18. pæàŸÇ… A®Üá° ÓæàÊ… ÊÜÞvÜáÊÜ ÍÝp…ìPÜp… ………………… BX¨æ. 

 The shortcut key to save a table is ...................... . 

19. »è£PÜ A±Ý¿áWÜÙÜá …………………©í¨Ü ÓÜí»ÜËÓÜáñÜ¤¨æ. 

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

VII. 20. A-±Üqr¿áÈÉ ËË«Ü ŸWæ¿á vÝpÝWÜÙÜ®Üá° ÊÜáñÜá¤ B-±Üqr¿áÈÉ vÝpÝpæç±…WÜÙÜ®Üá° ¯àvÜÇÝX¨æ. 

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

 4 × 1 = 4 

  The various forms of data are given in Column-A and their data types 

are given in Column-B. Match them and write answers with alphabet : 

A-±Üqr 
Column-A 

B-±Üqr 
Column-B 

i) ®ÜãÂÊÜáÄP… vÝpÝ 

 Numeric data

a) ÊÝÂÃ…PÝÂÃ… 

VARCHAR 

ii) BÇÝ#®ÜãÂÊÜáÄP… vÝpÝ 

 Alphanumeric data 

b) wioÇ… CÊæáàh… 

Digital image 

iii) ¸æç®ÜÄ vÝpÝ 

 Binary data 

c) G¯rq 

Entity 

iv) væàp… ÊÜáñÜá¤ pæçÊÜå… vÝpÝ 

 Date and time data 

d) ÓÜíTæÂ 

Number 

 e) vÝpÝ ÊÜÞvÜÇ… 

Data model 

 f) pæçÊÜå… ÓÝrí¯… 

Time stamp 

 g) ±æùÊÜáÄ QàÈ 

Primary key 
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VIII. D PæÙÜX®Ü ±ÜÅÍæ°WÜÚWæ EñÜ¤ÄÔ  4 × 1 = 4 

 Answer the following questions : 

21. µÇ…¶ÝÊÜáìp… A¬Üá® ÊÝÂTÝÂ­Ô. 
 Define fill format. 

22. PÝÂÇ…R®ÜÈÉ ÓÜ¸…pæãàoÇ…®Ü PÝ¿áìÊÜ®Üá° ŸÃæÀáÄ. 

 Write the function of sub-total in Calc. 

23. RDBMS A®Üá° PÜívÜá×w¨ÜÊÜÃÜá ¿ÞÃÜá  

 Who invented RDBMS ? 

24. A±Ý¿á  ±Ü¨ÜÊÜ®Üá° ÊÝÂTÝÂ¯Ô. 

 Define the term ‘hazard’. 

IX. D PæÙÜX®Ü ±ÜÅÍæ°WÜÚWæ EñÜ¤ÄÔ  4 × 2 = 8 

 Answer the following questions : 

25. È¸æÅ BµàÓ… ÃæçoÃ…¬ÜÈÉÃÜáÊÜ ËË«Ü ÊÜWÜìWÜÙÜ ÍæçÈWÜÙÜ¬Üá® ŸÃæÀáÄ. 

 Write the different categories of styles in LibreOffice writer.  

26. È¸æÅ BµàÓ… ÃæçoÃ…®ÜÈÉ, ÃæPÝv…ì aæàíh…®Ü ÖÜíñÜWÜÙÜ®Üá° ŸÃæÀáÄ. 

 Write the steps for record change in LibreOffice writer. 

A¥ÜÊÝ /OR 

 vÝPÜáÂÊæáíp…¬ÜÈÉ, vÝÅéW… Aív… vÝÅ¯… Ë«Ý¬Ü ŸÙÜÔ WÝÂÆÄÀáí¨Ü bñÜÅÊÜ¬Üá® ÓæàÄÓÜáÊÜ 

ÖÜíñÜWÜÙÜ®Üá® ŸÃæÀáÄ.

Write the steps to insert an image from the gallery using drag & drop 

method in a document. 

27. ÃæàTÝbñÜÅ¨Ü ÊÜáãÆPÜ, ÖæçÃÝÃ…QPÜÇ… vÝpÝÊÜÞvæÆ®Üá° ËÊÜÄÔ. 

 Explain the Hierarchical data model with schematic diagram. 

28. È¸æÅ BµàÓ…®ÜÈÉ bñÜÅÊÜ®Üá° ÊÜáÃÜáWÝñÜÅWæãÚÓÜáÊÜ ÖÜíñÜWÜÙÜ®Üá° ŸÃæÀáÄ. 

 Write various steps for resizing an image in LibreOffice. 
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X. D PæÙÜX®Ü ±ÜÅÍæ°WÜÚWæ EñÜ¤ÄÔ  3 × 3 = 9 

 Answer the following questions : 

29. È¸æÅ BµàÓ… ÃæçoÃ…®ÜÈÉ, bñÜÅ¨Ü ÓÝ§¯àPÜÃÜ|ÊÜ®Üá° ¯¿áí£ÅÓÜáÊÜ ¿ÞÊÜâ¨Ý¨ÜÃÜã Ê ÜáãÃÜá 

ÓæqríW…WÜÙÜ®Üá° ËÊÜÄÔ. 

 Explain any three settings which control the positioning of an image in 

LibreOffice writer. 

30. vÝÅÀáíW… B¸æjP…r A®Üá° WÜáí±Üâ ÊÜÞvÜáÊÜ ÖÜíñÜWÜÙÜ®Üá° ËÊÜÄÔ. 

 Explain the steps for grouping drawing objects. 

31. PÝ¿áìÓÜ§ÙÜ¨ÜÈÉ ÍÜábñÜÌ¨Ü ±ÝÅÊÜááSÂñæ¿á®Üá° ËÊÜÄÔ. 

 Explain the importance of cleanliness at workplace. 

A¥ÜÊÝ /OR 

 ÓÜáÃÜûÜñÝ ÊÜÞWÜìÓÜãb¿á ±ÜÄÎàÆ®Ý±Üqr¿á ÓÜãaÜ®æWÜÙÜ®Üá° ±ÜqrÊÜÞw.

List out the safety guidelines for checklist. 

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

 Answer the following questions : 

32. D PæÙÜX¬Ü ¯ÜÅQÅÁáWÜÙÜ ÖÜíñÜWÜÙÜ¬Üá® ŸÃæÀáÄ  

 i) ÃæPÝv…ì ÊÜÞÂPæãÅà 

 ii) ÃÜ¬… ÊÜÞÂPæãÅà  

 Write the steps for the following processes : 

 i) Record Macro 

 ii) Run Macro 

A¥ÜÊÝ /OR 

 PÝÂÇ…R®ÜÈÉ ÊÝp…&C¶…&A®ÝÈÔÓ… oãÆ®Üá° ŸÙÜÓÜáÊÜ ÖÜíñÜWÜÙÜ®Üá° ŸÃæÀáÄ.

Write the steps used for what-if-analysis tool in Calc. 
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33. ¯àÊÜâ Jí¨Üá PÜí±Ü¯¿áÈÉ PæÆÓÜ ¯ÊÜì×ÓÜá£¤ÃÜáÊÜâ¨ÝX »ÝËÔ D PæÙÜX®ÜÊÜâWÜÙÜ®Üá° ËÊÜÄÔ  

 i) ­àÊÜâ ­ÊÜá¾ PÜí¯Ü­¿á ŸÙÜPæ¨ÝÃÜÃÜ®Üá° Jí¨æà ÓÜÊÜá¿á¨ÜÈÉ ËñÜÄñÜÖÝÙæ¿á®Üá° 

ŸÙÜÓÜáÊÜíñæ ÊÜÞvÜ¸æàPÜá. C¨Ü®Üá° ÖæàWæ ÊÜÞvÜáËÄ C¨ÜÃÜ ÖÜíñÜWÜÙÜ¬Üá® ŸÃæÀáÄ. 

 ii) ŸÙÜPæ¨ÝÃÜÄí¨Ü ËñÜÄñÜÖÝÙæ¿áÈÉ ÊÜÞw¨Ü Ÿ¨ÜÇÝÊÜOæWÜÙÜ¬Üá® ÖæàWæ PÜívÜá×w¿ááËÄ   

A¨ÜÃÜ ÖÜíñÜWÜÙÜ¬Üá® ŸÃæÀáÄ.  

 Imagine that you are working in a company. Explain the   following : 

 i) You are asked to allow all the users of your company to work on the 

same spreadsheet at the same time. How do you do   it ?  Write the 

steps. 

 ii) How do you track the changes done by your employees to the 

spreadsheet ?  Write the procedure for the same. 

34. ¶ÝÊÜå…ì®ÜÈÉ ×í»ÝWÜ¨Ü Ÿ|¡ÊÜ®Üá° Ÿ¨ÜÈÓÜáÊÜ ÖÜíñÜWÜÙÜ®Üá° ËÊÜÄÔ. 

 Explain the steps to change the background colour in the form. 

A¥ÜÊÝ /OR 

 ¶ÝÊÜå…ìWæ ±ÜsÜÂÊÜ®Üá° ÓæàÄÓÜáÊÜ ÖÜíñÜWÜÙÜ®Üá° ËÊÜÄÔ. 

 Explain the steps for adding text to the form. 

   

 


