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±ÜÄàûÝ¦ìWÝX ÓÝÊÜÞ®ÜÂ ÓÜãaÜ®æWÜÙÜá / General Instructions to the Candidate : 
1. D ±ÜÅÍæ°±Ü£ÅPæ¿áá Joár 34 ±ÜÅÍæ°WÜÙÜ®Üá° Öæãí© Ü̈áª. »ÝWÜ&A ÊÜáñÜá¤ »ÝWÜ&BWÜÙÜ®Üá° 
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ÊÜÞ×£ ñÜíñÜÅþÝ®ÜPæR ÓÜíŸí˜Ô¨Ü ¯ÜÅÍæ®WÜÚÃÜáñÜ¤Êæ. 
This Question Paper consists of 34 questions including Part-A and Part-B.   
Part-A consists of questions related to the Employability skills and Part-B 
consists of the questions related to Information Technology. 

2. D ±ÜÅÍæ°¯Ü£ÅPæ¿á¬Üá® ×ÊÜáá¾S hÝPæp… ÊÜáãÆPÜ ÊæãÖÜÃÜá ÔàÇ…  ÊÜÞvÜÇÝX¨æ. ±ÜÄàûæ 
±ÝÅÃÜí»ÜÊÝWÜáÊÜ ÓÜÊÜá¿áPæR ¯ÊÜá¾ ±ÜÅÍæ°±Ü£ÅPæ¿á ŸÆŸ© ±ÝÍÜÌìÊÜ®Üá° PÜñÜ¤ÄÔ ¸Ý|¨Ü WÜáÃÜáñÜ®Üá° 
A®ÜáÓÜÄÔ . ±ÜÅÍæ°±Ü£ÅPæ¿áÈÉ GÇÝÉ ±ÜâoWÜÙÜá CÊæÁáà Gí¨Üá ±ÜÄàüÔPæãÚÛ. 
This question paper has been sealed by reverse jacket. You have to cut on the right 

side to open the paper at the time of commencement of the examination                     

( Follow the arrow mark ). Check whether all the pages of the question paper are intact. 

3. ±ÜÅÍæ°WÜÚWæ PæãqrÃÜáÊÜ ÓÜãaÜ®æWÜÙÜ®Üá° ±ÝÈÔ.
Follow the instructions given against the questions. 

4. ŸÆ »ÝWÜ¨ÜÈÉ PæãqrÃÜáÊÜ AíQWÜÙÜá ¯ÜÅÍæ®WÜÚXÃÜáÊÜ ¯Üä|ì AíPÜWÜÙÜ¬Üá® ÓÜãbÓÜáñÜ¤Êæ.
Figures in the right hand margin indicate maximum marks for the questions.

5. ±ÜÅÍæ°±Ü£ÅPæ¿á®Üá° K©PæãÙÜÛÆá 15 ¯ËáÐÜWÜÙÜ PÝÇÝÊÜPÝÍÜÊÜâ ÓæàÄ¨Üíñæ, EñÜ¤ÄÓÜÆá 
¯WÜ©±ÜwÓÜÇÝ¨Ü ÓÜÊÜá¿áÊÜ®Üá° ±ÜÅÍæ°±Ü£ÅPæ¿á ÊæáàÇÝ½WÜ¨ÜÈÉ ¯àvÜÇÝX¨æ.
The maximum time to answer the paper is given at the top of the question paper. 
It includes 15 minutes for reading the question paper. 

6. ¯ÊÜáWæ ËñÜÄÓÜÇÝXÃÜáÊÜ ±ÜÅÍæ°±Ü£ÅPæ¿á BÊÜê£¤ ( Version ) ÊÜáñÜá¤ ¯ÊÜá¾ ±ÜÅÊæàÍÜ ±ÜñÜÅ Ü̈ÈÉ 
ÊÜáá©ÅñÜÊÝXÃÜáÊÜ ±ÜÅÍæ°±Ü£ÅPæ¿á BÊÜê£¤ CÊæÃÜvÜã Jí æ̈à BXÃÜáÊÜâ Ü̈®Üá° TÝñÜÄ±ÜwÔPæãÚÛ. 

 Ensure that, the Version of the question paper distributed to you and the 
Version printed on your admission ticket is the same. 
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»ÝWÜ - A / PART - A 

I. Four alternatives are given for each of the following questions / 

incomplete statements. Choose the correct alternative and write the 

complete answer along with its question number and alphabet :   

   3 × 1 = 3 

1. "Sham bought a pen; he has a great pen collection." The pronoun 

in this sentence is 

 (A) Sham (B) bought 

 (C) he (D) has 

2. Ravi works hard to get the best student award at the end of year. 

What type of motivation is this ? 

 (A) Internal (B) External 

 (C) Emotional skill (D) Overconfidence 

3. The valid file extension for notepad file is 

 (A) .jpg (B) .doc 

 (C) .text (D) .txt 

II. Answer the following questions : 2 × 1 = 2 

4. Why is enter key used in computer ? 

5. Write any two basic ways in which people can help to sustainable 

development goals. 
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III. Answer the following questions : 2 × 2 = 4 

6. What is time management ?  

OR 

 How do you find your weakness ? 

7. Mention four qualities one should have to become a successful 

entrepreneur. 

IV. Answer the following question : 1 × 3 = 3 

8. Explain the meaning of verbal communication. Write its 

advantages and disadvantages. 

»ÝWÜ - B / PART - B 

V. D PæÙÜX®Ü ±ÜÅÍæ°WÜÚWæ A¥ÜÊÝ A±Üä|ì ÖæàÚPæWÜÚWæ ®ÝÆáR BÁáRWÜÙÜ®Üá° ¯àvÜÇÝX¨æ. 

AÊÜâWÜÙÜÈÉ ÖæaÜác ÓÜãPÜ¤ÊÝ¨Ü EñÜ¤ÃÜÊÜ®Üá° BÄÔ, A¨ÜÃÜ PÜÅÊÜÞûÜÃÜ¨æãí©Wæ ±Üä|ì 

EñÜ¤ÃÜÊÜ®Üá° ŸÃæÀáÄ  7 × 1 = 7 

 Four alternatives are given for each of the following questions / 

incomplete statements. Choose the correct alternative and write the 

complete answer along with its question number and alphabet : 

9. pÝÅÂP… aæàígÓ… BÁáR¿áá Æ»ÜÂËÃÜáÊÜ Êæá¬Üá 

(A) ¶æçÇ… (B) Gwp… 

(C) ÊÜäÂ (D) C¬…ÓÜp…ì 
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 Track changes option is available under the menu 

 (A) File (B) Edit 

 (C) View (D) Insert 

10. ËñÜÄñÜÖÝÙæ¿á ¶æçÇ… GP…Õpæ¬ÜÍÜ¬… 

 (A) .odb (B) .odt 

 (C) .odg (D) .ods 

 The file extension of spreadsheet is 

 (A) .odb (B) .odt 

 (C) .odg (D) .ods 

11. ÊÝp…&C¶… A¬ÝÈÔÓ… oãÇ…¬ÜÈÉ Æ»ÜÂËÃÜáÊÜ BÁáR 

(A) vÝpÝ (B) C¬…ÓÜp…ì 

(C) Gwp… (D) ÃÜ¬… 

 The option available in what-if analysis tool is  

 (A) Data (B) Insert   

 (C) Edit (D) Run 
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12. CÊÜâWÜÙÜÈÉ Jí¨Üá DBMS ®Ü ñÜíñÝÅíÍÜ 

(A) ÃæçoÃ… (B) K¯Ü¬… BµàÓ… ¸æàÓ… 

(C) Gí.GÓ…. GPÜÕÇ… (D) PÝÂÇ…R 

 A DBMS software in the following is 

(A) Writer (B) Open office base 

(C) MS Excel (D) Calc 

13. væàpÝ¸æàÓ…­í¨Ü ¯ÜÅÍæ®WÜÙÜ¬Üá® PæàÙÜáÊÜâ¨Ü¬Üá® EÇæÉàUÓÜáÊÜ B¸æjP…r 

(A) Ä¯æäàp…ì (B) pæàŸÇ… 

(C) PæÌ„Ä (D) ¶ÝÊÜå…Õì 

 The object that refers to questions from the database is  

 (A)  Report (B) Table 

 (C) Query (D) Forms 

14. CÊÜâWÜÙÜÈÉ ÓÜíŸí«Ü BÁáR¿á¬Üá® JÙÜWæãíwÃÜáÊÜ Êæá®Üá 

 (A) Gwp… (B) ¶æçÇ… 

 (C) oãÇ…Õ (D) ÊÜäÂ 

 The menu that contains the relationship option in the following is 

 (A) Edit (B) File 

 (C) Tools (D) View 
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15. PÜí¯ÜäÂoÃ…¬ÜÈÉ PæÆÓÜ ÊÜÞvÜáÊÝWÜ PÜ|á¡WÜÙÜá J|X¨ÜÃæ, ¬ÝÊÜâ 

(A) PÜ|á¡WÜÙÜ®Üá° ËáoáQÓÜ¸ÝÃÜ¨Üá 

(B) PæÆÓÜ ÊÜÞvÜáÊÜâ¨Ü®Üá° ÊÜááí¨ÜáÊÜÃæÓÜ¸æàPÜá 

(C) PÜ|á¡WÜÚWæ bPÜR ÊÝÂ¿ÞÊÜá ÊÜÞvÜ¸æàPÜá  

(D) PÜí¯ÜäÂoÃ… ÊÜááí¨æ PÜáÚñÜá ­¨æª ÊÜÞvÜ¸æàPÜá 

 If eyes get dry while working with computers, then we should 

 (A) not blink the eye  

 (B) continue working 

 (C) do simple exercise of eyes   

 (D) sit and sleep in front of computer  

VI. ÓÜãPÜ¤ÊÝ¨Ü EñÜ¤ÃÜ©í¨Ü ¹qrÃÜáÊÜ ÓÜ§ÙÜÊÜ®Üá° »Ü£ì ÊÜÞw  4 × 1 = 4 

 Fill in the blanks with suitable answer : 

16. pæí¯æÉàp… væçÇÝW… ¸ÝP…Õ¬Üá® ñæÃæ¿áÆá CÃÜáÊÜ ÍÝp…ìPÜp… QàÈ ……………… . 

 The shortcut key to open  template dialog box is ................. . 

17. IDE ®Ü ËÓÜõñÜÃÜã±Ü ………………… . 

 "IDE" stands for ...................... . 

18. Jí¨Üá G¯rqWæ ÓÜíŸí˜Ô¨Ü ËÊÜÃÜWÜÙÜ¬Üá® ………………… Gí¨Üá PÜÃæ¿ááñÝ¤Ãæ. 

 The details associated with an entity is called .................. . 

19. ¯àÄ®Ü pH ÊÜåèÆÂÊÜ®Üá° ………………… ËÍæÉàÐÜOæ ÊÜáãÆPÜ AÙæ¿ááñÝ¤Ãæ. 

 The pH value of water can be measured through .............. 

analysis. 
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VII. 20. A-±Üqr¿áÈÉ vÝpÝpæç±…Õ®Ü Ë«ÜWÜÙÜ®Üá° ÊÜáñÜá¤ B-±Üqr¿áÈÉ AÊÜâWÜÙÜ 

E¨ÝÖÜÃÜOæWÜÙÜ®Üá° ¯àvÜÇÝX¨æ. AÊÜâWÜÙÜ®Üá°  Öæãí©Ô EñÜ¤ÃÜWÜÙÜ®Üá°

PÜÅÊÜÞûÜÃÜ¨æãvÜ®æ ŸÃæÀáÄ   4 × 1 = 4 

  Date types are given in Column-A and their examples are 

given in Column-B. Match them and write answers with 

alphabet : 

A-±Üqr 
Column-A 

B-±Üqr 
Column-B 

i) ¬ÜãÂÊÜáÄP… 

 Numeric

a) ÓÜÄ / ñÜ±Üâ³ 

True / False 

ii) ÊÝÃ…PÝÂÃ… 

 Varchar 

b) 22/05/2019 

iii) ŸãÈ¿á¬… 

 Boolean 

c) $ 100 

iv) ¸æç®ÜÄ 

 Binary 

d) ËÙÝÓÜ 

Address 

 e) A¥ÜìÊæáqP… B¯ÜÃæàÐÜ¬… 

Arithmetic operation 

 f) wipæçÓ…x CÊæáàgÓ… ÊÜáñÜá¤ Óèív…Õ 

Digitized images and sounds 

 g) ÊæáÊæãà 

Memo 

VIII. D PæÙÜX®Ü ±ÜÅÍæ°WÜÚWæ EñÜ¤ÄÔ  4 × 1 = 4 

 Answer the following questions : 

21. µÇ… ¶ÝÊÜáìp…®Ü E±ÜÁãàWÜÊæà®Üá  

 What is the use of fill format ? 

22. ËñÜÄñÜÖÝÙæ¿áÈÉ WæãàÇ… ÔàP…¬Ü E¯ÜÁãàWÜÊÜ¬Üá® £ÚÔ. 

 Mention the use of Goal seek in spreadsheet. 
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23. væàpÝ ÊÜÞvÜÇ…Õ¬Ü ¿ÞÊÜâ¨Ý¨ÜÃÜã GÃÜvÜá Ë«ÜWÜÙÜ¬Üá® ŸÃæÀáÄ. 

 Write any two types of data models. 

24. ±ÝÅ¥ÜËáPÜ AX°ÍÝÊÜáPÜ ñÜáñÜáì ¨ÜãÃÜÊÝ~ ÓÜíTæÂ ¿ÞÊÜâ¨Üá  

 What is primary fire emergency telephone number ? 

IX. D PæÙÜX®Ü ±ÜÅÍæ°WÜÚWæ EñÜ¤ÄÔ  4 × 2 = 8 

 Answer the following questions :  

25. vÝÅÂW… ÊÜáñÜá¤ vÝÅ¯… BÁáR¿á¬Üá® E¯ÜÁãàXÔ Jí¨Üá ¨ÜÓÝ¤ÊæàiWæ bñÜÅÊÜ¬Üá® 

ÓæàÄÓÜáÊÜ ÖÜíñÜWÜÙÜ¬Üá® ŸÃæÀáÄ. 

 Write the steps to insert an image to a document using drag and 

drop option.  

26. ÍæçÈ¿á ¿ÞÊÜâ¨Ý¨ÜÃÜã ®ÝÆáR ÊÜWÜìWÜÙÜ®Üá° £ÚÔ. 

 Mention any four categories of style. 

27. È¸æÅBµàÓ… ¸æàÓ…¬ÜÈÉ ¿áãÓÜÃ… CíoÃ…¶æàÓ…¬Ü ¬ÝÆáR ZoPÜWÜÙÜ¬Üá® ÖæÓÜÄÔ. 

 Name the four components of user interface in LibreOffice base. 

A¥ÜÊÝ /OR 

 DBMS ®Ü ¿ÞÊÜâ¨Ý¨ÜÃÜã ÊÜáãÃÜá A®ÜáPÜãÆWÜÙÜ®Üá° ËÊÜÄÔ.

Mention any four advantages of DBMS. 

28. È¸æÅBµàÓ…¬ÜÈÉ bñÜÅÊÜ¬Üá® ÊÜáÃÜáWÝñÜÅWæãÚÓÜáÊÜ ÖÜíñÜWÜÙÜ¬Üá® ŸÃæÀáÄ. 

 Write the steps for Resizing an image in LibreOffice. 
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X. D PæÙÜX®Ü ±ÜÅÍæ°WÜÚWæ EñÜ¤ÄÔ  3 × 3 = 9 

 Answer the following questions : 

29. È¸æÅ BµàÓ… ÃæçoÃ…¬ÜÈÉ ¨ÜÓÝ¤Êæài­í¨Ü ÍæçÈ¿á¬Üá® Çæãàv… ÊÜÞvÜáÊÜ ÖÜíñÜWÜÙÜ¬Üá® 

ËÊÜÄÔ.  

 In Libre Office writer, explain the steps to load styles from a 

document. 

A¥ÜÊÝ /OR 

 pæí±æÉào®Üá° ÓÜêiÓÜáÊÜ ÖÜíñÜWÜÙÜ®Üá° ËÊÜÄÔ.

Explain the steps to create a template. 

30. Jí¨Üá ¨ÜÓÝ¤Êæài®ÜÈÉ bñÜÅ¨Ü Ô§£¿á®Üá° ¯¿áí£ÅÓÜáÊÜ ¿ÞÊÜâ¨Ý¨ÜÃÜã ÊÜáãÃÜá 

ÓæqríW…WÜÙÜ¬Üá®  ËÊÜÄÔ. 

 Explain any three settings that control the position of an image in 

a document. 

31. PæÙÜX®Ü ÓÝÊÜÞ®ÜÂ ñÜáñÜáìPÜÅÊÜáWÜÙÜ Ë«Ý®ÜWÜÙÜ®Üá° ËÊÜÄÔ  

 a) ±ÜÅ¥ÜÊÜá bQñæÕ 

 b) Ë¨ÜáÂñ… ÓÜáÃÜûÜñæ 

 c) ÓÜ§ÙÝíñÜÃÜ| 

 Explain the following emergency handling procedures : 

 a) First aid 

 b) Electrical safety 

 c) Evacuation 
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XI. D PæÙÜX®Ü ±ÜÅÍæ°WÜÚWæ EñÜ¤ÄÔ  3 × 4 = 12 

 Answer the following questions : 

32. ËñÜÄñÜÖÝÙæ¿áÈÉ ÓÜ¸…pæãàoÇ… oãÆ¬Üá® A¬ÜÌÀáÓÜáÊÜ ÖÜíñÜWÜÙÜ¬Üá® ŸÃæÀáÄ. 

 Explain the steps to apply subtotal tool in spreadsheet. 

33. ËñÜÄñÜÖÝÙæ¿áÈÉ ÊÝp…&C¶… A¬ÝÈÔÓ… oãÇ… A®Üá° E±ÜÁãàXÓÜáÊÜ 

ÖÜíñÜWÜÙÜ¬Üá® ŸÃæÀáÄ.  

 Write the steps for using what-if analysis tool in a spreadsheet. 

A¥ÜÊÝ /OR 

 ËñÜÄñÜÖÝÙæ¿áÈÉ ÊÜÞÂPæãÅàÊÜ¬Üá® ÃæPÝv…ì ÊÜÞvÜáÊÜ ÖÜíñÜWÜÙÜ¬Üá® ŸÃæÀáÄ.

Write the steps to record macro in a spreadsheet. 

34. D PæÙÜX®Ü DBMS ®Ü ±Ü¨ÜWÜÙÜ®Üá° ÊÝÂTÝÂ¯Ô ÊÜáñÜá¤ ±ÜÅ£Áãí¨ÜPÜãR Jí¨Üá 

E¨ÝÖÜÃÜOæ¿á®Üá° Pæãw   

 i) G¯rq 

 ii) pæàŸÇ… 

 iii) µàÇ…x 

 iv) ÃæPÝv…ì 

 Define the following terms in DBMS and give example for each of 

them : 

 i) Entity 

 ii) Table 

 iii) Field 

 iv) Record 

A¥ÜÊÝ /OR 
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 D PæÙÜX®Ü DBMS ®Ü ±Ü¨ÜWÜÙÜ®Üá° ÊÝÂTÝÂ¯Ô ÊÜáñÜá¤ ±ÜÅ£Áãí¨ÜPÜãR Jí¨Üá 

E¨ÝÖÜÃÜOæ¿á®Üá° Pæãw   

 i) ±æùÊÜáÄ QàÈ 

 ii) ¶ÝÄ¬… QàÈ 

 iii) PÝÂíwvæàp… QàÈ 

 iv) BÆrÃ…¬æàp… QàÈ 

 Define the following terms in DBMS and give example for each of 

them : 

 i) Primary key 

 ii) Foreign key 

 iii) Candidate key 

 iv) Alternate key 
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