      SECTION A: OBJECTIVE TYPE QUESTIONS
	1
	Answer any 4 out of 6 (1 x 4=4 marks)

	i
	d)Time
	1

	ii
	(c) Self-motivation
	1

	iii
	(b) BIOS
	1

	   iv
	(c) patient
	1

	v
	(b) 17
	1

	vi
	(b) Measurable
	1

	2
	Answer any 5 out of 6 (1 x 5=5 marks)
	

	i
	(b) Style 
	1

	ii
	(b) Fill Format
	1

	iii
	(c) Consolidate
	1

	iv
	(c) DBMS (Database Management System)
	1

	v
	(b) The probability of causing harm to people.
	1

	vi
	b) He forgot to apply heading styles (Heading 1, Heading 2, etc.) to his document headings
	1

	3
	Answer any 5 out of 6 (1 x 5=5 marks)
	

	i
	(a) Water mark
	1

	ii
	(b) Sum
	1

	iii
	(b) What-if scenario
	1

	iv
	(b) Relational Data Model
	1

	v
	(c) Ergonomic Hazards
	1

	vi
	(c) (shared)
	1

	4
	Answer any 5 out of 6 (1 x 5=5 marks)
	

	i
	(b) Shift + Ctrl + N
	1

	ii
	(c) Tools > Options > LibreOffice > Advanced
	1

	iii
	(b) Primary Key
	1

	iv
	(b) One-to-Many
	1

	v
	(c) The top of the monitor should be at eye level.
	1

	vi
	(b) Occupational Overuse Syndrome
	1

	5
	Answer any 5 out of 6 (1 x 5=5 marks)
	

	i
	(b) 10
	1

	ii
	(b) Sharing
	1

	iii
	(c).odb
	1

	iv
	(c) Query
	1

	v
	(a) Wood, cloth, and paper.
	1

	vi
	(b) Cardio-Pulmonary Resuscitation (CPR)
	1


SECTION B: SUBJECTIVE TYPE QUESTIONS
[bookmark: _GoBack]
Answer any 3 out of the given 5 questions (3 x 2 = 6 marks)
Answer each question in 20 – 30 words.
	Q. 6
	Effective communication is guided by seven principles: Clear, Concise, Concrete, Correct, Coherent, Complete, and Courteous. Following these ensures the message is understood as intended; the absence of any of these can lead to significant miscommunication
	2

	Q. 7
	This acronym helps individuals cope with daily pressure: A stands for Adversity (the stressful event), B for Beliefs (the way you respond to the event), and C for Consequences (the actions and outcomes resulting from the event). Mastering this allows for a better balance between work, relaxation, and life
	2

	Q. 8
	Backing up means saving computer information onto another device, like a CD, DVD, or external hard disk. This is critical for organizations like banks and hospitals because it ensures that if a computer crashes or a natural disaster occurs, they can recover their data and continue functioning smoothly
	2

	Q. 9
	Successful entrepreneurs are patient, meaning they don't give up when success takes time; creative, thinking of different ways to solve problems; hardworking, often putting in long hours; and they take responsibility for their decisions and mistakes rather than blaming others
	2

	Q. 10
	The three primary issues are Food (rich land is being depleted by chemicals), Water (fresh water sources are being polluted with garbage), and Fuel (the massive cutting of trees for wood is negatively affecting the climate)
	2



Answer any 4 out of the given 6 questions in 20– 30 words each (4x2 = 8 marks)
	Q. 11
	Inserting an image saves a copy of the image file directly into the document, making it embedded. Conversely, linking an image stores only a reference (link) to the image file, which helps reduce the overall size of the document.
	2

	Q. 12
	A macro is a single instruction that executes a set of instructions, such as a sequence of commands or keystrokes. It is used to automate repeated tasks that are performed in the same way consistently, ensuring standardization and saving time
	2

	Q. 13
	1. Aisha should use the Consolidate function, which is designed to combine information from multiple sheets into one place to summarize the data.
2. She should use the Goal Seek tool, as it helps in finding the required input for a specific, desired output by performing a "backward" calculation
	2

	Q. 14
	Data constitutes raw facts related to people, places, or things, such as marks scored or employee names. Information is the processed or organized form of that data, such as a report card or a pay-slip, which provides meaningful context
	2

	Q. 15
	Health: This refers to the state of an employee's physical, mental, and social well-being.
• Safety: A safe work environment is one that is free from hazards (things that can cause harm) and risks (the probability of that harm occurring).
• Security: This is a form of freedom from potential harm, ensuring the safety of personnel, computer systems, and equipment through a dedicated security department
	2

	Q. 16
	Accident: An unplanned, uncontrolled, or unforeseen event that results in injury to people or damage to goods. Example: An employee tripping on loose wires and falling.
• Emergency: A serious or crisis situation that requires immediate attention and action. Example: A sudden outbreak of fire in the office building
	2



Answer any 3 out of the given 5 questions in 50– 80 words each (4 x 3 = 12 marks)
	Q. 17
	Styles: A style is a collection of all formatting information (like size, font, and alignment) that you can save and apply consistently to a document.
2. Page Wrap: This setting allows text to flow around the image, and moving the image will automatically rearrange the text on the page.
3. Table of Contents (ToC): This is an automated list of topics and subtopics with page numbers, usually based on the hierarchy of headings (H1 to H10).
4. Track Changes: This tool is used to keep a record of all changes (edits, deletions, and comments) made to the original document by different users.
	4

	Q. 18
	What-if Scenarios: Megha should use the Scenario tool. A scenario is a set of values that can be used within calculations in a spreadsheet. It allows a user to explore and compare various alternatives depending on changing conditions and is used to predict output while changing inputs.
2. Goal Seek: Megha should use the Goal Seek tool. While standard calculations involve entering inputs to get a result, Goal Seek works in reverse by finding the required input for a specific, desired output. It is a "backward calculation" tool used when the user already knows the target result but not the value needed to achieve it.
	2+2 

	Q. 19
	Table: This is the basic unit of any DBMS where data is stored in a row and column format. A column represents an attribute, while a row represents a specific record.
2. Form: This is a user-friendly interface used for data entry and modification. It consists of text boxes, labels, and buttons that make entering data into a table easier for the user.
3. Query: A query is a "question" asked from the database to retrieve specific information. It allows the user to filter records based on specific criteria, such as viewing students who scored above a certain mark.
4. Report: This object is used to present retrieved data in a formal, formatted, and professional layout. It takes the results of a query or table and displays them in a customized manner.
	2+2

	Q. 20
	1. Report: A report is used to present retrieved data from a database in a formal, formatted, and professional layout,,.
2. Yes: A report can be created based on a table, a query, or both,.
3. Dynamic Report: In a dynamic report, the data changes automatically as the field values in the base table or query are updated; a static report does not change,.
4. Grouping: This feature allows the user to group the retrieved data according to a particular field, such as CategoryID or Genre
	4

	Q. 21
	1. Three Forms of Analysis: Air and water pollution are analyzed using physical, chemical, and biological methods.
2. Class A Materials: These are classified as Class A. Their primary characteristic is that they will not ignite on their own but will continue to burn once they are exposed to a heat source.
3. Reducing Visual Problems: (Select any two)
    ◦ Adjust the brightness of the computer screen.
    ◦ Reposition the screen to avoid glare from windows or lights.
    ◦ Maintain a proper vision distance and blink frequently.
    ◦ Wear anti-glare glasses.
    ◦ Focus on something 30 meters away for 30 seconds every 30 minutes.
4. Hardware Safety: These ornaments are often made of conductive metals that can damage computer components if they strike them with static electricity.
	4
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