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Time allowed: 2 Hrs.							                                    Maximum Marks: 50        General Instructions:
[bookmark: _Hlk209688535]Read the following instructions very carefully and follow them:							                         
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.
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
	Name the organization that has the Sustainable Development Goals?    
a) UNICEF                                 
b) League of Nations   
c) United Nations                  
d) World Health Organization
	1

	ii
	Rahul moved to Japan from India for work. However, he struggles to adapt because he is not familiar with Japanese customs and etiquette, which affects his interactions with coworkers. This is an example of: 
a) Interpersonal barrier 
b) Cultural barrier 
c) Physical barrier 
d) Linguistic barrier
	1

	 iii
	Kartik’s Computer was running very slow, hangs and often restarts. He is very confused and tensed as he was working on a very important assignment. Kartik’s friend gave him the following suggestions. Identify who has given him a genuine suggestion.    
a) Radha: Restart your machine   
b) Ishan: Install reliable antivirus software and update   
c) Amar: Don’t use Pendrive            
d) Sam: Install free antivirus from net    
	1

	        iv
	From the following statements, which one is not correct about the Qualities of an entrepreneur                                                                                                    
a) Successful entrepreneurs adapt the habit of hard work from a very early stage. 
b) Entrepreneur should not think optimistically about the future of the business. 
c) Confident entrepreneur must not deviate from his/her decisions too early in case success is delayed. 
d) Entrepreneurs like to function at their own will and rules.
	1

	 v
	_________          refers to focusing human efforts for maintaining a healthy body and mind capable of better withstanding stressful situations.   
a) Self-Motivation       
b) Stress Management    
c) Self-Awareness    
d) Self-Regulation
	1


	 vi
	Amina studies diligently to improve her grades because she wants to feel proud of her achievements and also earn a scholarship. What type of motivation is this? 
a) Internal 
b) External 
c) Both internal and external 
d) Not any specific type of motivation
	

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

	i
	Styles menu (from sidebar) in Writer provide options to work on
a) Paragraph Styles
b) Frame Styles
c) Page Styles
d) All of the above
	1

	ii
	DBMS stands for ______________________.
a) Data and Books Management System
b) Database Management System
c) Duplicate Books Management System
d) Data Management Multi System
	1

	iii
	Sharing spreadsheet feature allows to save the changes in
a) multiple sheets
b) user’s sheet
c) in a same sheet
d) in different sheet
	1

	iv
	Which of the following gives the status of your document like page numbers, number of pages?
a) Status bar 
b) Standard toolbar
c) Formatting 
d) Title bar
	1

	v
	Which of the following data can a date data type store?
a) Date
b) Time
c) Both date and time
d) Neither date nor time
	1

	vi
	A _____________ is a question asked from a database.
a) query
b) report
c) form
d) field
	1

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

	i
	Which of the following is not mandatory to keep the good health of an employee?
a) Cleanliness
b) Food court
c) Clean and fresh air
d) Clean washroom
	1

	ii
	JPG or JPEG in image format stands for _________________.
a) Joint Photographic Experts Group
b) Joint Picture Experts Group
c) Joint Photographic Experts Graph
d) Joint Photographic Experts General
	1

	iii
	Which of the following is the shortcut key to select the entire document?
a) Ctrl+S 
b) Ctrl+A
c) Ctrl+D 
d) Ctrl+B
	1

	iv
	Which of the following is an invalid Macro Name?
a) 1formatword
b) format word
c) format*word
d) Format_word.
	1

	v
	Which kind of hazards can occur in IT industry?
a) Biological
b) Chemical
c) Physical
d) Ergonomic
	1

	vi
	Image toolbar does not provide a tool for _________________.
a) filtering 
b) cropping
c) copying 
d) flipping
	1

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

	i
	Which tool is used to predict the output while changing the input?
a) Consolidate function
b) What-if scenario
c) Goal seek
d) Fine and Replace
	1

	ii
	Which of the following can cause hazards while using computers?
a) Poor sitting postures or excessive duration of sitting in one position
b) Lifting heavy object
c) Mishandling of tools and equipment
d) Improper handling of office equipment
	1

	iii
	Which of the following is NOT true about forms?
a) It is the front end for data entry
b) It can contain only text fields
c) Graphics can be inserted on the form
d) It can contain only fixed number of records
	1

	iv
	The list of tables to be added is displayed in the __________ dialog box in the relationship screen.
a) Add Tables
b) Add Databases
c) Both (a) and (b)
d) Neither (a) nor (b)
	1

	v
	Which of the following dialog box is present when the query design window is opened for the first time to design a query?
a) Add Table
b) Add Query
c) Add Table or Query
d) None of the above
	1

	vi
	Which is the shortcut key to open an existing database?
a) Ctrl+ D
b) Ctrl+O
c) Ctrl+E
d) Ctrl+F
	1

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

	i
	Which of the following properties in the Properties: Label Field text box is used to insert a tool-tip on the form?
a) Tool Text
b) Help Text
c) Tool Tip
d) Help Tip
	1

	ii
	For an organisation, the proper security procedures will reduce ________________.
a) liabilities
b) insurance
c) business revenue
d) operational charges of the company
	1

	iii
	Which of the following components open along with the Report Wizard?
a) Report Builder
b) Add Fields dialog box
c) Both (a) and (b)
d) Neither (a) nor (b)
	1

	iv
	Air pollution is mostly caused by production of the ________ in the surrounding air.
a) dust
b) mixture of solid particles
c) gases
d) All of above
	1

	v
	The changes by team members in the spreadsheet can be accepted or rejected by
a) the team members
b) any of the user
c) owner
d) other users
	1

	vi
	What is the potential cause of hazards at workplace?
a) Poor ventilation
b) Poor lighting
c) Poor housekeeping
d) All of the above
	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
	How is a computer file system similar to our physical file system in a school?
	2

	Q. 7
	What do you think is the most important function of an entrepreneur? Write your answer giving suitable examples.
	2

	Q. 8
	Radha is your co-worker. Together you are making a report on how to manage the waste in your store. Since she has not finished her part of the report on time, the whole report has got delayed and the manager has given you both a warning. 
a. What do you mean by feedback?
b. Write down the feedback you would like to give your co-worker on managing time. Try to keep the feedback specific and polite.
	2

	Q. 9
	What is the meaning of sustainable development?
	2

	Q. 10
	Riya, a Class X student, feels stressed with her exam preparation, extracurricular activities, and family commitments. How can tracking time help her?
	2



Answer any 4 out of the given 6 questions in 20 – 30 words. (2 x 4 = 8 marks) 
	Q. 11
	What do you understand by custom styles in LibreOffice writer?
	2

	Q. 12
	Give any two advantages of data analysis tools.
	2

	Q. 13
	Consider the table given below and answer the questions that follow:
[image: ]
(a) Which field should be made the primary key?
(b)How is primary key different from foreign key? Explain with example. 
	2

	Q. 14
	Describe type of emergency with example.
	2

	Q. 15
	Differentiate between predefined function in Calc and Macros as a function
	2

	Q. 16
	What cautions to be taken while working on the computer?
	2









    Answer any 3 out of the given 5 questions in 50– 80 words each (3x 4 = 12 marks)
	Q. 17
	What is a digital image? Write steps to insert an image from the gallery using Drag and Drop method.
	4

	Q. 18
	Define and write the commands to perform:
(a) Sharing Spreadsheet
(b) Record changes
	4

	Q. 19
	Explain any four mathematical functions that can be applied to numerical data in a query.
	4

	Q. 20
	Uzair manages a boys hostel in an engineering college. To manage the records of the people staying in his hostel, he created a database with the following related tables.
Table : Student_Details
Student_Id
Name
DOB
Course
Father’s Name
Contact No_student
Contact No_ guardian
Room No
Table: Room Details
Room No
Floor (data value can be first, second or third)
Category (data value can be AC / Non- AC)
Student Id
DOO (Date of occupancy)
Monthly Rent 
a) Create a query that displays total monthly rent collected for each category.
b) Create a form for data entry of both the tables.
	4

	Q. 21
	What is an emergency action plan and What should your emergency action plan include?
	4
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