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PART - A

-
(Employability Skills)
(FeserAtey )
1.  Fill in the blanks (any four) : . . l':l?= 1x4=4

A DR #7e 4 (R e iRt «
(a) The first screen that appears on the monitor is called

(desktop / wallpaper)

bR e fort @2 e AT 2 |

(CoRB* / AETAR)
(b) Respect, recognition and appreci_ation is a type of motivation.

(Internal / External)

A, RS TP XN 4 &P el |

(SrersR / M)
(¢) Wood is a source of energy. (Renewabie / Non-renewable) -

panfey i o) (RPN / FAeI-SRI)

(d) A sentence that provides inféﬁnation or states a fact is a
sentence. (Declarative / Interrogative)

®2 2 T 1 I O STE 91 I @Ol 33 |
(Prpafes / T3 wifos)

(é) takes place between two individuals.

(Small group communication / Inferpersonal communication)

TN o TGS AT HRABS 2 |
(W C‘-’ﬂ% / Wga]ﬁ?%) ¢ '. [;\:
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2. Answer the following questions (any three) : g 2x3=6
@S FICAe S ferat (Rete fefh) -

(a) What is the meaning of sustainable development ?

Tz S ST R 3w 2

(b) How can you increase the perfonn'ﬁ_tn.ce of a computer ?

(c) List the ways in which you can manage your time.

QI COITIR 7 Al P SoteTE fra |

: -
(d) Write the functions of an Entrepreneéur. &E
SO wee PRI fort | &

(¢) What are the key components of a good feedback ?

<51 oI mﬁiﬂwﬁsﬁs ?

PART-B
19 - ¥
(Vocational Skills)
e e )
3. Choose the correct answer from the following (any five) : ‘ _ . 1x5=5§
weTe fAPTRE *[ wa Seath! ik Sferear (Rt siob) -
(a) Which of the following is the shortg.ut key to select the entire document ?
T TS @3 fdom Rt wag piht ohei B =i IR 2
@) Cul+s |: _(i_i) Ctrl+ A
- (iii) Ctrl+D ' % (iv) Ctrl+B
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(b) Which of the foilowing is an example for absolute cell referencing ?

oo (PICH ol (PR I Bt TrEE ? |
(i) C5 (i) SBCSS - E’E
(i) $C - (iv) #HC

(c) Which of the following is the default name of the macro ?

o feann fertins aich e DY
(i) Default - (i) Main
(iii) Macrol (iv) .-_Main_Macro

(d) Which of the following uniquely identiﬁé's_ arow ina table ?

o PRI (BT 44 1R B eI o 4 2

(i) Primary Key (i) Alternate Key
aiafi s

(iii) Foreign Key (iv) .ICandidate Kéy
Ao A ams

(e) Which of the following tools is not provided in the Image toolbar ?

o mw@mmawm ?
(i) Filtering : (ii) “Cropping
T e
fRrebif B i @
(iii) Copying (iv) Flipping
3R fefore
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Group by is used in which of the following tools to apply summary
functions on columns ?

TYTIZS I FE (functions) SIS ?ﬁ?ﬁﬁ O (P! TS 2R
312 (Group by) 2T 391 2¥ 2 &

L1

(i) Consolidate function (ii) Grpup and outline
FARICTS IR+ e IS
(iif) What if scenario (iv) Subtotal tool

Ro-qfty oS gyt fors

State whether the following sentences are True oi‘%alse (any five) : 1x5=5

oS Rl IRPPTE W mwm%m(ﬁmmﬂﬁﬂ

(@)

(b)

(c)

(d)

(e)

(H

Anchor acts as a reference point for a draw&g
QY B! TP NI BT (T #1253 I I IS |

The topics in Tabie of Contents are hyperlinked.

IWWWW@WW@WI

The employer and employees are responSIble”for workplace safety.

Wwwﬁwmwmm|

We can record changes in the spreadsheet then the spreadsheet is opened
in shared mode.

W@WWWWW&WW IS (T
CToT = |

Memo datatype can be used to store descriptive data.

TP O T FRACH m(Memoj@ﬁf%ﬁﬂwww |

In a database, the referential integrity is maﬁjﬁaiﬁed by the user. :

- L;\'-.:n'

9B TR (IEIERTRA S4%S! (referential integrity) IRTTTIAH
TR IS | - El’: |
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5. ‘Write the full forms of the following abbreviations (any four) :

wTs TR 4 SRS e 41 (R oii<bY) :

(a)
(b)
(c)
(d)
(e)
®

IDE
GIF

' NSQF

FOSS
RDBMS
HTML

g1 2
ez

6.  Write short notes on the following (any three) :

WW@WE{WW@W@W):

(a)
(®)
(©

(d)

()

Macro

*

&
Text Wrapping
W30 PR
Data Model

Tt 0o

Styles
TR

7%

Data Consolidation

© GFAIPI
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7.  Write differences between the following (any four) : Ix4=12
SeTS Rt N1 fiefy =t (Rt oif )
(a) Linking and Embedding Image
2 s W SfAfE 4 |

(b) Relative and Absolute Hyperlink E&;
TR S foaTere 22eRfiRs

(¢) Design View and Datasheet view of a table

BT Q= Fowiza 70 ST TR 74

(d) Accident and Emergency

(¢) Primary Key and Foreign Key
i F o R

fiz

8.  Answer the following questions (any two) : 4x2=8
wers firt erTEs S forl (RTI o)

(a) Define a template and give one advantage of using a template for your

document. Write the steps to create and save a template.

m@wmwwamww@mmm | (Baeel®
amaﬁwwwqaﬁﬁamﬁm

(b) What do you mean by a database ? Explain a;ny three advantages of a
DBMS.

OIbIR 3fereet s et 2 9ot .. 9w, «9p. 3 R fefb1 1Re o =t |
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4
(c) What are the benefits and drawbacks of grouping drawing objects ? Write
the step's to Group drawing objects. : |
S 41 TFER (G IR SR S SpYREPTIE 6 2 SR I8N il
FfAteT TR Tt |

(d) What do you mean by healtﬁ_:;ésafe.ty and security- policy at workplace ?

State the most important reasofi for health, safety and security programs in

‘workplace.
Fiewgs g, FRre 9% T e e B w2 weeTs T,

Www@rmw@@@wqﬁmeW| e

B
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