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 General Instructions:
1. Please read the instructions carefully.
2. This Question Paper consists of 21 questions in two sections: Section A & Section B.
3. Section A has Objective type questions whereas Section B contains Subjective type questions.
4. 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.
5. All questions of a particular section must be attempted in the correct order.
6. SECTION A - OBJECTIVE TYPE QUESTIONS (24 MARKS):
i. This section has 5 questions with internal choices.
ii. Marks allotted are mentioned against each question/part.
iii. There is no negative marking.
iv. Do as per the instructions given.
7. SECTION B – SUBJECTIVE TYPE QUESTIONS (26 MARKS):
i. This section has 16 questions.
ii. A candidate has to do 10 questions.
iii. Do as per the instructions given.
iv. Marks allotted are mentioned against each question/part.

SECTION A: OBJECTIVE TYPE QUESTIONS

	      1
	Answer any 4 out of 6 questions from Employability skills

	i
	Which of these is NOT a barrier to effective communication?
a) Physical
b) Linguistic
c) Financial
d) Cultural
	1

	ii
	Which of the following is a technique for managing stress?
a) Ignoring your problems
b) Practicing time management
c) Waiting until the last minute
d) Avoiding all work
	1

	 iii
	Sonika gets up at 6 am and goes for her hobby classes. Then she comes back home and finishes her homework before going to school. She does all work by herself. No one tells her to do so. This is called ___________.
a) Self-Awareness 
b) Self-Motivation
c) Self-Regulation
d) Discipline
	1

	        iv
	                  communication includes facial expressions, gestures, and posture.
	1

	 v
	Self-awareness helps you to:
a) Ignore your weaknesses
b) Identify your strengths and weaknesses
c) Blame others for your mistakes
d) Avoid setting goals
	1


	 vi
	Feedback is important in communication because it helps the sender know if the                  understood the message.
	1

	    2
	Answer any 5 out of 6 questions from subject specific skills

	

	i
	Which of the following is NOT a type of style in Writer?
a) Paragraph style
b) Character style
c) Spreadsheet style 
d) Page style
	1

	ii
	Which menu in Writer is used to insert a Table of Contents?
a) Tools
b) Insert 
c) Format
d) Edit
	1

	iii
	When you apply a ____________, you apply a group of formatting effects together in one single step.
a) Effect 
b) Style
c) Template 
d) Format
	1

	iv
	Which feature in Excel allows you to automatically calculate subtotals when data is sorted by specific fields?
a) AutoFilter
b) Pivot Tables
c) Data Validation
d) Subtotal command
	1

	v
	A ______________ hyperlink stores the location with respect to the current location in LibreOffice Calc.
a) Absolute
b) Relative
c) Mixed
d) Reference
	1

	vi
	Which option is used to view all changes made by different users?
a) Tools → Track Changes → Manage
b) View → Show All
c) Data → Filter
d) Insert → Notes
	1

	    3
	Answer any 5 out of 6 questions from subject specific skills
	

	i
	What is the default extension of a template in Writer?
a) .odt
b) .ott 
c) .docx
d) .xls
	1

	ii
	It is a reference point for the graphics which is created while positioning any image. This point could be the page, or frame where the object is either a paragraph, or even a character in a word processor.
a) Wrap Text 
b) Anchoring
c) Alignment 
d) Book Mark
	1

	iii
	Using predefined __________ creates Bookmark in the document.
	1

	iv
	Identify the part of a Spreadsheet using which a user can manage multiple sheets.
a) Status Bar 
b) Sheet Tab 
c) Formula Bar  
d) Worksheet Area
	1

	v
	Which option is used to create a hyperlink in LibreOffice Calc?
a) Tools → Hyperlink
b) Edit → Hyperlink
c) Insert → Hyperlink
d) Format → Hyperlink
	1

	vi
	A group of students is working on a Science project report using a shared spreadsheet. Each student enters data in different columns. Their teacher wants to track who made which changes, add comments for improvements, and finally review all modifications before submitting the project. Which feature should the teacher enable to track who edited the spreadsheet?
a) Sharing Spreadsheet
b) Record Changes
c) Merge and Compare
d) Comments
	1

	    4
	Answer any 5 out of 6 questions from subject specific skills
	

	i
	Which of the following is NOT true about templates?
a) The styles and formatting features can be reused.
b) Libre Office provides online templates
c) Templates can have headings, text formats, styles, page numbers, headers and footers.
d) We cannot create our own templates
	1

	ii
	It allows the placement of image in relation to text
a) Water mark 
b) Trade mark 
c) Copyright 
d) Text Wrapping
	1

	iii
	When using Goal Seek in Excel, what must you specify?
a) The target cell and its desired value only
b) The changing cell and target value only
c) The target cell, desired value, and the changing cell
d) Multiple changing cells and formulas
	1

	iv
	Which of the following best describes how macros can be used as functions in a spreadsheet?
a) They can only sort data in ascending order
b) They can only be used once per spreadsheet
c) They can only modify cell formatting
d) They can be created to work similarly to built-in functions
	1

	v
	What is the advantage of linking external data in a spreadsheet?
a) Data is locked and cannot change
b) External changes automatically update in the spreadsheet
c) It removes duplicate data
d) It deletes old data
	1

	vi
	In an office, three employees prepare a monthly sales report together using a shared spreadsheet. Employee A prepares the data, Employee B formats it, and Employee C reviews it. Sometimes, conflicts occur when two people edit the same data. What is the process of combining edits from multiple versions of a spreadsheet?
a) Recording Changes
b) Reviewing Changes
c) Merging and Comparing
d) Sharing Only
	1

	5
	Answer any 5 out of 6 questions from subject specific skills
	

	i
	If Arun makes changes in his headings later, what should he do to update the TOC?
a) Recreate the TOC
b) Right-click TOC → Update Index/Table 
c) Close and reopen document
d) Save document again
	1

	ii
	Which of the following tabs is by default active when the Table of Contents, Entries or Bibliography dialog box is opened?
a) Entries
b) Background
c) Styles 
d) Type
	1

	iii
	The code of macro begins with ____ followed by the name of the macro and ends with ____.
a) Function, End
b) Sub, End Sub
c) Sub, End Function
d) Sup, End Sup
	1

	iv
	In what-if analysis, what is the purpose of creating multiple scenarios?
a) To create backup copies of data
b) To format cells differently
c) To compare different possible outcomes based on varying inputs
d) To generate random data samples
	1

	v
	A company maintains sales data in two separate Calc files: Q1_Sales.ods (for Quarter 1) Q2_Sales.ods (for Quarter 2). The manager wants to link data from Q1_Sales.ods into Q2_Sales.ods to prepare a half-yearly report. To link cell A1 of Q1_Sales.ods into Q2_Sales.ods, which syntax is correct?
a) =Q1_Sales!A1
b) ='file:///C:/Data/Q1_Sales.ods'#$Sheet1.A1
c) =Q1_Sales.A1
d) ='Q1_Sales.ods'#A1
	1

	vi
	A teacher shares a marks spreadsheet with students so that they can verify their scores. Students add comments if they notice errors, and the teacher checks and updates the marks accordingly. Which feature allows students to add feedback without changing actual marks?
a) Record Changes
b) Insert Comment
c) Merge Sheets
d) Protect Sheet
	1



SECTION B: SUBJECTIVE TYPE QUESTIONS

Answer any 3 out of the given 5 questions on employability skills in 20 – 30 words.(2 x3  = 6 marks) 
	Q. 6
	Feedback is important in the communication process. Describe the characteristics of a good feedback.
	2

	Q. 7
	Explain active and passive sentences with one example each.
	2

	Q. 8
	Explain any two skills that you must master to succeed in life.
	2

	Q. 9
	Define Emotional Intelligence. Describe the steps to manage emotional intelligence.
	2

	Q. 10
	Riya is a student who often struggles to complete her homework on time because she spends a lot of time on social media and chatting with friends. She forgets to prepare for tests and ends up doing everything at the last moment, which makes her stressed. Her teacher advises her to follow the Four Steps for Effective Time Management. Explain the four steps to Riya to manage her time effectively.
	2


Answer any 4 out of the given 6 questions in 20 – 30 words. (2 x 4 = 8 marks) 
	Q. 11
	In Libre Office Writer, what are the styles? List two Libre Office Writer style options. 
	2

	Q. 12
	What is the difference between importing and exporting a template?
	2

	Q. 13
	Describe any two tools from Drawing Object Properties toolbar.
	2

	Q. 14
	Give one point of difference between Subtotal and What-if:
	2

	Q. 15
	Write the commands to perform
(a) Sharing Spreadsheet: 
(b) Record changes
	2

	Q. 16
	Define macro in Libre office calc. List the rules that should be kept in mind while naming a macro.
	2




    Answer any 3 out of the given 5 questions in 50– 80 words each (3x 4 = 12 marks)
	Q. 17
	A team of writers is collaborating on a report using a word processing software with a Track Changes feature. One writer creates the initial draft, which then needs to be reviewed and edited by the rest of the team.
a) Why is the Track Changes feature essential for collaborative document editing?
b) Which menu option can be used to access this feature?
c) Can reviewers add comments?
d) Once the changes are made by all the reviewers, who can accept or reject them?
	4

	Q. 18
	What do you understand by the term Table of Contents? List the characteristics of a good ‘Table of content’ in a word processor.
	4

	Q. 19
	Explain the term ‘Scenarios’ in relation to the Spreadsheets with example.
	4

	Q. 20
	Differentiate between Relative and Absolute Hyperlink.
	4

	Q. 21
	Mr. Amit, Sales Manager of ABC Sales Corporation has created a spreadsheet in LibreOffice Calc that lists Sales for different years in different regions in different worksheets. He wants to summarize and make certain decisions based on it.  Help him by answering the following questions : 
(a) Which tool in Calc can be used to combine the sales data from multiple sheets into a single summary sheet ? 
(b) Name the Menu Option and Sub-Menu Option  that can be used to generate combined summary of all the worksheets. 
(c) Name the function that can be used to display total of all sales. 
(d) He wants to open a summary document stored at a different location from within the sheet by clicking on a text stored in a cell. How can it be done ?
	4
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