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Instructions :
(1) All questions are compulsory.

Question Nos. 1 to 4 are objective type questions. Each question is
allotted 5 marks.

(11)
(iii) Question Nos. 5 to 9 are of 3 marks each. (75 words)

(iv) Question Nos. 10 to 15 are of 5 marks each. (150 words)

(v) Question Nos. 16 to 20 are of 7 marks each. (200 words)
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(g) Crurl+P
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(3) 9TUTE
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Match the correct pairs :
(A)

(A) Communicare

(B) Crrl+P

(C) Macro

(D) Paragraph

(E) 108
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Write True / False :
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(i) All documents in writer are based upon templates.

(11)

A macro once created can be edited later.

(i) The shortcut key to run a query is not 5.

(iv) Artificial lighting from computer screens can cause sleeping problems

(v)

File menu is used to record changes for the spreadsheet.
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(&) Ctrl+x (@) Cul+C
(M Ctrl+7

(@ Ctl+T
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(®) Ctrl+S (@ Ctrl+D
(M  Ctrl+A (@) Ctrl+B
(iv) Fefafaa & & 3 @ B0 71 fow w3
(%) Default (@ Main
(M) Macro 1 (&) Main_Macro
(v) DBMS # fr@n ¥ -
(@) FeEE Ferie firew (@) 3 o gew e frew
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Choose and write the correct option :

(1)

(i)

(iii)

(iv)

(v)

What are the types of words we should use for verbal communication®

(a)  Acronyms (b) Simple

{¢)  Technical (d) Jargons

Which keys do You use to copy something?

(@) Cul+X (b) Ctr+C

(¢) Ctrl+7 (d) Ctl+T

Which of the following is the shortcut keys to select the entire document?
(@) Ctrl+S (b) Ctrl+D

(c) Ctrl+A (d) Cul+B

Which of the following is the default.jmme of the Macro?
(a) Default - g .(b)t.':..:..Main

(¢) Macro 1 : " (Id) Main_Macro

DBMS stands for |

(a) Database Manageméﬁt System

(b) Data and Books Management System

(¢c) Duplicate Books Management System

(d) Database Management Multi System
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Fill in the blanks:

(i)  The default template in writer is

(11) The extension of Libre Office base is
(ili) The shortcut key to run the query IS
(iv) The pH value of the water can be measured through

(V) ____ tool cuts off non-desirable part of the image.
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Define Hyperlink. o A

DBMS @ gftaifea &1
Define DBMS.
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What is Stress?

oy forerg ® BT

What is Sustainable Development?
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TOC # w2,

Define TOC.

Frefafaa &1 oftwfes &1
i) <& 9+

(i) oA

Define the following:

(1) Track change

(il) Template

rh
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Write the steps to record Macro.

https://www.mpboardonline.com
Prfafea & aftwva &1

(i) T

(i) q@T

Define the following :

(i) Data

(ii) Information

7C ® gfowifyg &t §
Define 7C.

*h
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Write the functions of Mouse.

1

o S & and e

Write functions of an successful entrepreneur.

Es
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(1) 4 Z 99
(i) T 7 FH

Define the following :
(1) One to one
(i1) One to many

(ili) Many to many

17 foga o dEe @ gE@ G|

List out electrical rescue techniques.
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Write the methods to insert image in a document. (Any three)

mmcmcﬁmaﬁzaﬁmaﬁﬁwm.

19
steps o sharing spreﬂﬁ%heet in Libre Office Calc.

Write down the

20 Prefafaa & qffa &
Define the following :
(i) Primary key
(ii) Foreign key
(ii1) Candidate key
(iv) Alternate key

2+42+3=7
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