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39 J99-97 H 21 599 21 @UE] H G415 & - TS & N @IS & |
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fRU T (5 + 16) = 21 I 4 B, IHHIGaR F1 2 T2 & Hreled (3feraman) gug 4
(5+10) =159 F IR 8 |

fordt o919 @ue & gyt Y1 1 Gal 58 T H &1 I3719 131 ST7 =11eT |
GUE & : JEGHB TN & T97 (24 3HF) :

(@) SATEST5THE |

(b) i3 THERICHF SFA a1 8 |

(¢) 13T T fa3T & SER FIforg |

(d) T 94/97 & GTHA STT612d 37! 1 Ioci@ THAT T 8 |

QUE G : [A9TTF THR & T (26 37%F) :

(@) SATUSH 16T & |

(b) IFHGIR 1 10 T FHE |

(¢) 13T T 33T & STTER FIforT |
(d) TcdF T91/97 % GIH- HTeifed 37l 1 ool [T T 2 |

LCLER:
(TEITEE TR 3 T9) (24 37F)
TSR h13Td W U T 6 991 0 & Tl 4 3 ST ST | dx1=4

(i) AT (imperative) ST ahl T8I ;
(A) ©THH T AT &g 3 |
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General Instructions :

(i)
(ii)

(i11)

(iv)

(v)

(vi)

(vii)

897

Please read the instructions carefully.

This question paper consists of 21 questions in two Sections : Section A
and Section B.

Section A has Objective type questions, whereas Section B contains
Subjective type questions.

Out of the given (5 + 16) = 21 questions, a candidate has to answer

(56 + 10) = 15 questions in the allotted (maximum) time of 2 hours.

All questions of a particular section must be attempted in the correct

order.

Section A : Objective Type Questions (24 marks) :

(a)
(®)
(c)
(d)

This section has 5 questions.

There is no negative marking.

Do as per the instructions given.

Marks allotted are mentioned against each question/part.

Section B : Subjective Type Questions (26 marks) :

(a)
(®)
(c)
(d)

Answer any 4 out of the given 6 questions on Employability Skills.

(i)

This section has 16 questions.

A candidate has to do 10 questions.

Do as per the instructions given.

Marks allotted are mentioned against each question/part.

SECTION A
(Objective Type Questions)

Identify the imperative sentence :

(A)
(B)
(®)
(D)

Shut the front door.
She is a talented artist.
Are you feeling better ?

You were amazing !

[

(24 Marks)

4dx1=4

P.T.O.
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(ii)

(iii)

(iv)

(v)

(vi)

Breaking down big goals into smaller parts will make the goals

(A)
(B)
(&)
D)

specific
measurable
achievable

realistic

Define the term ‘Time Management’.

What should a strong password consist of ?

(A)
(B)
()
(D)

Only letters
Numbers and special characters
Name of a person

Letters, numbers and special characters

A misconception about an entrepreneur is :

Entrepreneurs are , not

Choose the option which is not a Sustainable Development Goal

according to the United Nations.

(A)
(B)
(&)
(D)

Population
No Poverty
Quality Education

Reduced Inequalities

P.T.O.
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feu w6 weat O @ Rt 5 % I ST 5x1=5

(1) Y U e (document) & multiple non-contiguous sections ®
U fafire YuTE weTEe T SUANT HET =R § | IAF GN T ¥ WEA &
TN § §9 h fom 39 LibreOffice Writer & forg H=T T ITINT ST
LI
(A)  3T9Se wIsd (Update Style)
(B) %dT ®iHe (Fill Format)
(C) $Tuwe g™ (Drag and Drop)
(D) e wiged (Load Styles)

(11) LibreOffice Writer ﬁsﬁﬁrﬁ (images) & 9T H1H KA qqY, U (image)
I SET (drawing) & foru e Hed (reference) WiEe & &7 o
il AT T |
(A) SAATETHE (Alignment)
(B) gﬁ“T (Grouping)
(C)  UhTT (Anchoring)
(D) TEEfST (Resizing)

(iii) AT (margins), 388 (headers) 3T ‘jl;?'FIQ (footers) & Affa=mg et
(layout elements) ! IR e 6 foTu forsiedifRe TseX (LibreOffice
Writer) # fefaiaa o & form werga e/t (Style category) 3T 52T feram
ST g ?

(A) 9T wIEA (Paragraph Style)
(B) U w15 (Page Style)

(C) WA WIEd (Frame Style)

(D) 39 T2Ed (Table Style)

(iv) foseifee T3 (LibreOffice Writer) 2™ (headings) &
T dh g99T (support) FATR |

A 9 (B) 10
C© 1 (D) 12

89" i
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2. Answer any 5 out of the given 6 questions. 5x1=5

1) Ramesh wants to apply a specific paragraph style to multiple
non-contiguous sections of his document. Which feature of LibreOffice

Writer should he use to avoid manually applying the style each time ?
(A) Update Style

(B) Fill Format

(C) Drag and Drop

(D) Load Styles

(i1))  While working with images in LibreOffice Writer, acts as a

reference point for image or drawing.
(A) Alignment

(B) Grouping

(C) Anchoring

(D) Resizing

(iii) Which of the following style categories in LibreOffice Writer is used to

define layout elements such as margins, headers, and footers ?
(A) Paragraph Style

(B) Page Style

(C) Frame Style

(D) Table Style

(iv)  LibreOffice Writer supports up to levels of headings.
A 9 (B) 10
) 1 (D) 12

891 [] P.T.O.
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(v)

(vi)

SO Sl scich WUg ]lse, J&hd (black and white, grayscale) a1 CIrZtIED
(watermark) # S€e o foTq fwfetiiaa o & forer 30T 2o o S fora St
T2
(A) 38T 1 (Image Crop)
(B) sﬁTrrlﬂ_s'(Image Mode)
(C) T 31@TE (Image Align)
(D) @HW(Image Size)
T W WA (preset layout) ¥ S SATHETRIH

(Professional) 3TR/aT fv=iieh (formal) [ESICE) (documents) ATEHT T
IR T H HEE AT € |

(A) Template (B) Style
(C) ToC (D) SoC
fu T 6 e # @ foreef 5 % ST AR |

(i)

(i1)

T ek (Cale) W uTiares forshl o STTRgT o1 frweivor o T 2 | 98 39 o sh
Siier AT ATedT @ o B (discount) 3 i I ageH & fohe TR el TS
(revenue) ¥ TS USAT © | STT-3TRT UROTHT & HTEIU (simulate) F foru
39 HHF-T BN (feature) T TANT HTET AT 2

(A) € (Sort)

(B) Q@ﬁ'\q’T (Indexing)

(C) =B1e-3% =S (What-if Scenarios)

(D) e (Filter)

IS Wedle (Shared spreadsheet) FT Eﬁ'ﬁw Fd o oo & e |
AT 2 T T cells &1 ERA o T 8, W fohe I afadq e o=
Ffvera T &t ardt B | G S Tl ST 9dT T o [T 38 -8 6
TN AT AT 2

(A) 27 dfISIM (Data Validation)

(B) ¢% 9o (Track Changes)

(C)  ATestd disl (Observe Changes)

(D)  3eifheet (AutoFilter)

5x1=5
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(v)

(vi)

Which of the following image tools is used to change the image to

black and white, grayscale or a watermark ?
(A) Image Crop

(B) Image Mode

(C) Image Align

(D) Image Size

A is a preset layout that helps to create professional and/or

formal documents easily.
(A) Template (B) Style
(C) ToC (D) SoC

Answer any 5 out of the given 6 questions.

(1)

(i1)

5x1=5

Ravi is analysing monthly sales data in Calc. He wants to test how

changing the discount rate affects total revenue. Which feature should

he use to simulate different outcomes ?
(A) Sort

(B) Indexing

(C) What-if Scenarios

(D) Filter

While reviewing a shared spreadsheet, Priya notices that some cells

have been modified, but she’s unsure who made the changes. Which

feature should she use to identify the editor ?
(A) Data Validation

(B) Track Changes

(C) Observe Changes

(D) AutoFilter

[

P.T.O.
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(iii)

(iv)

(v)

(vi)

fsistie ek (LibreOffice Calc) ¥ Hshl (macro) Tehie & ol
frefafaa s g s-ar gt alemr g 2

(A) Tools »> Macros — Record Macro
(B)  File —» Options — Record Macro
(C) Insert —» Macro — Record

(D) View — Macros — Record

S IS ST s (Consolidate dialog box) foTsiAifhd Sheeh
(LibreOffice Calc) # GaidT & al MHfflad # & HH-a1 fehice Hawm
(default function) 29

(A) Average

(B) Sum
(C) Max
(D) Var

TS Aths! (Original data) I T Hd THT GG GAH & [T 314
STANTRAIS! ST hiH-AT shesh HIak (Calc feature) TRIT AT R ?

(A) W 3 (Protect Sheet)

(B) 3R E@gHE (Share Document)

(C) & 9o (Track Changes)

(D) = &:"ﬁ?j&[ (Insert Comments)

F® (Cale) #, fmfafed @ @ fofm w&hR 1 sEWGF (hyperlink) T
AT (complete location) T JANT AT © ST&l fofeh shl ST ATl BIge
TR T el & 2

(A) WW (Absolute hyperlink)

(B) Theree ggwfei® (Mixed hyperlink)

(C) fifea eemfcis (Relative hyperlink)
(D) T gEwici® (Static hyperlink)

Page 10
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(iii)

(iv)

(v)

(vi)

Which of the following is the correct way to record a macro in

LibreOffice Calc ?

(A) Tools > Macros — Record Macro
(B) File —» Options — Record Macro
(C) Insert > Macro — Record

(D) View — Macros — Record

Which one of the following is the default function when a Consolidate

dialog box opens in LibreOffice Calc ?

(A)
(B)
(C)
(D)

Average
Sum
Max
Var

Which Calc feature allows multiple users to suggest edits while

preserving the original data ?

(A)
(B)
©)
(D)

Protect Sheet
Share Document
Track Changes

Insert Comments

In Calc, which of the following types of hyperlink uses the complete

location where the file to be linked is stored ?

(A)
(B)
(®)
(D)

Absolute hyperlink
Mixed hyperlink
Relative hyperlink
Static hyperlink

[ P.T.O.
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fau T 6 el H € TRl 5 % IAL AT |

(1)

(i1)

(iii)

(iv)

(v)

229 (database) %W 2l

(A) A H FaA T (data) T LR FH % [T TIH TF A (tool)

(B) 3hel G® (data entry) & @ w=imeral & CRE ERuTe]
(interface) aTAT Uah 3ATssiae (object)

(C) S (Queries) fefaH % T TR Tk hiek

(D) Hifleasht 3Tiehe (statistical data) JefRid & o foTq wer =1

o

frfeiiad § @ S-81 DBMS Rl Ueh 3ST2T0T § ?

(A)  Ubuntu (B) MySQL
(C) MSWord (D) Canva

feasistifee 39 (LibreOffice Base) H € @RfRN & sfi=r @&l (relationship
between two tables) SHTd ¥HI common field T ,

BT =R |

(A) UhdHM, data type

(B) data type, ThEHH

(C) data type, =1

(D) primary key, ThaHH

freferfaa & & DBMS &1 #IH-91 RIeT (advantage) I€ GHTEd @ fh
ot GRIVRT (tables) H 2T (data) o UiEd SERId & 2

(A)  HSTEEEH (Data Sharing)

(B) FafkYd ¥eRUT (Organised Storage)

(C)  3Tehgl @iradT (Data Consistency)

(D)  =IAaH AieheT HAfdishdl (Minimal Data Redundancy)

frefefaa & @ wH-a1 forsiedifee a8 (LibreOffice Base) H F11 (Query)
& YA ST G €T H AT HLAT & 2

(A) U IR BHS T ST LR HAT

(B)  <II9E U ST ITH AT 3TN 38 AT B o YefRid sn

(C) ERUl (tables) SHHT

(D) ®HE 3R fed 1 @ (layout) T AT

Page 12
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4. Answer any 5 out of the given 6 questions. 5x1=5

1) In a database, a form is
(A) atool used only for storing data in tables
(B) an object with a user-friendly interface for data entry
(C) afeature used to write queries

(D) achart to display statistical data

(i1))  Which of the following is an example of a DBMS ?
(A)  Ubuntu (B) MySQL
(C) MS Word (D) Canva
(iii) While forming a relationship between two tables in LibreOffice Base,
the of the common field must be
(A) same, data type
(B) data type, same
(C) data type, different

(D) primary key, same

(iv)  Which of the following advantages of DBMS ensures that changes in
data are reflected across all tables ?

(A) Data Sharing

(B) Organised Storage

(C) Data Consistency

(D) Minimal Data Redundancy

(v)  Which of the following best explains the use of a query in LibreOffice
Base ?

(A) To store data in an organized format

(B) To retrieve data from the database and display it in the desired

format
(C) To create tables
(D) To design the layout of forms and reports

89~ Page 13 [] P.T.O.
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(vi)

321 Higd (Data Model) H, 321 &I Trg gy (linked
records) % &9 § TR foraT 7T 2, ST U Sl §3=HT § SFafed g © |
(A)  Fed (Network)
(B) foisHet (Relational)
(C) %M (Fictional)
(D) W@%“&H (Hierarchical)

feuTu 6 g 9 @ forgl 5 & ST AT | 5x1=5

(1)

(ii)

(iii)

S e o fob Swreht wreft il shred e o WG e % a9 AR gEd shet
FI IR-aR frrd swtar ® | Ffafaa 9 9 siH-ar g gaifies grfad
FRTR ?

(A) YR I AT ht @O feafa
(B) 31':[%!?[ WIS (ergonomic) HI3TT
(C) 3T YohIeT S AT SFTEAT

(D) AUSE UdEEE HeaT (updated antivirus software) 3T S9FIT
forsTedt <t 10T 3T o forg wforfiad # & fore Tepm o ST s[5 ot 3 1

SWRINT T HEAT AT 2

(A) e SEATTEE (Carbon dioxide)

(B) ekt BT (Mechanical foam)

(C) T3 *iehet IS (Dry chemical powder)
(D) Ut g3 Tset (ABC dry powder)

[ S N e

FrefoTfiad o & hi=-6fl 2139 ot o1 3frd q21 8 2

(A) S ATH FEFAT (elbows) MU AT AN i, Al FHoided
(keyboard) W Sferal &M WISTeH (47 Reaft) (asdf and jkl; keys)
% S BT =TT |

(B) 3Tl space bar o < 3 IEHAT (elbows) STEX 3T HIT
(C) cATS (wrist) foMT T8N & gar & WAT
(D) 3T T T TS hl Fohell

Page 14 []




5]
(vi) In Data Model, the data is stored in the form of linked
records, organised into a tree-like structure.
(A) Network
(B) Relational
(C) Fictional
(D) Hierarchical
5. Answer any 5 out of the given 6 questions. 5x1=5

1) Arjun notices that his colleague frequently complains of neck pain and
sore shoulders after long working hours. Which of the following is the
most likely cause ?

(A) Poor lighting and ventilation
(B) Improper ergonomic setup
(C) Good lighting and ventilation

(D) Using updated antivirus software

(ii))  Which of the following types of fire extinguishers should not be used
to extinguish an electrical fire ?

(A) Carbon dioxide

(B) Mechanical foam

(C) Dry chemical powder
(D) ABC dry powder

(iii) Which of the following is the correct typing posture ?

(A) Fingers should be above the home position (asdf and jkl; keys) on
the keyboard, when your elbows are by your sides

(B) Fingers below the spacebar and elbows extended outward
(C) Keeping the wrist floating in the air
(D) Leaning back while typing

89~ Page 15 [] P.T.O.



(iv) U ol 31O et i A Set <dl 8, gl <&k YaM &l o
3T 2Tereh T i BT icanfed st © | 37 Fifaan o1 e Sty e 2

(A)
(B)
(&)
(D)

forsTett foret & Rttt e
FEATIET T I T FATET
HHETRT o TATEe I YLl i ST T
g i I Tt

(v)  Tafamior s o (wmiegiesen) Sem § Haiferer 3TH YR % @l (hazards)
fFa g F 8 2

(A)
(B)
(&)
(D)

wiHTH (Ergonomic) Tk
Sifereh 3T TETIfe Tl

IR deteff waX
RCEIREAERCEI

(vi) 3TN 9ohSH o SIRGH o STTAR QBRI 31 S eRr foham ST @ | Fferiad o
U -1 207 @ (B) 6wt (F]) H A2 2

(A)
(B)
©)
(D)

dhel (Wood)

iy (Magnesium)

14 (Grease)

ﬁl@\lﬁ YT (Electrical equipment)

LCLCRC)
(FRraraies TR & w9 ) (26 3i<h)

ST 19T W RT 7T 5 991 § G foheal 8 o Iov ST | Iedeh Y94 1 IR 20 — 30 1sal §

Fifrg |

3Ix2=6

6. IRk C'sfafau)

897
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(iv) A company mandates regular breaks, provides adjustable desks, and
encourages hydration for its employees. What is the primary objective
of these policies ?

(A) To reduce electricity bills
(B) To improve employees’ attendance
(C) To promote employees’ health and safety

(D) To increase Internet speed

(v)  Which type of hazards are most common in the manufacturing and
pharmaceutical industries ?
(A) Ergonomic hazards
(B) Biological and chemical hazards
(C) Noise hazards
(D) Magnetic field hazards

(vi)  Materials are classified by risk of catching fire. Which of the following

falls in the category of Class B materials ?

(A) Wood
(B) Magnesium
(C) Grease

(D) Electrical equipment

SECTION B
(Subjective Type Questions) (26 Marks)

Answer any 3 out of the given 5§ questions on Employability Skills. Answer each
question in 20 — 30 words. 3x2=6

6. Write the 7 C’s of Communication.

89~ Page 17 [] P.T.O.
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(F)  WTEHATHS gfeaaT (Emotional Intelligence) FT 2 ?
(@)  TETCH: fGHTT H IS fohwel &l iRt o AT Ty |
8.  ITTEE et gt fam-wfafe o nfcforfirdt & F8 mee s & 2
9. U U ITHT S o U7 3T |

10.  “HAd faepma’ 21eg i aRWITNd hIfST |

faw 77 6 391 4 @ fahel 4 & 3T 20 — 30 781 (I4h) H ST | 4x2=8

11. forsiediterg g2 (LibreOffice Writer) T ad A% EIQE\'H H=R (Table of
Contents feature) ST I U™ & ? HaT ﬁ%l%ﬁ'cﬁﬁ'q I

12. forsiedifhg e (LibreOffice Calc) €% H Subtotal tool & 32w &l €8T |

REEIE

13. &h (Cale) § el & @HHT (Consolidation) ¥ gt il HI5 a qaTIaTd
(prerequisites) sIdT3U |

14. ATl (data) 3N =T (information) e ghR T H:Eﬁ g iy 2 2 us 3@
3IETELUT & G T8 HITST |

15.  =hrieye o for]d qeeTAl o &1 HIHT=T SRl shi Fell S1ST | 37 Ush 2l hIS Th SU
AT |

16. TN (Workplace) T ATarashieli feafa & fged i &0 < e ufskamd e
Ty i |

feu e 5 3991 4 @ fahegl 8 & 3H 50 — 80 ¥Isa! (IdF) 4 FHor | 3x4=12

17. 19 fass{i%g UgeT (LibreOffice Writer) W Ush foarmera & #dshn & fog weh
fesfieat s9R (digital brochure) R FEE |

(F) TH IS TR qleh SqTeY Sk gRT Pt 1 &R 3 T3 303 B3t (Image file)
%! ST (document) H 32 (insert) foRaT ST @ |

(@) TS (Writer) H <2 (Text) & A &7 (Images) 1A 9T “Wrap Off”
3R “Wrap Through” TR U (text wrapping) foehed Th T g g
TR ST & 2

89~ Page 18 []




7. (a) What is emotional intelligence ?

(b) Name any two skills included in emotional intelligence.
8. How do ICT skills help us in our day-to-day activities ?
9. State the qualities to become a successful entrepreneur.

10. Define the term ‘Sustainable Development’.

Answer any 4 out of the given 6 questions in 20 — 30 words each. 4x2=8

11. What is the significance of the Table of Contents feature in LibreOffice
Writer ? Discuss briefly.

12. Briefly explain the purpose of the Subtotal tool in the LibreOffice Calc
software.

13. Give any two prerequisites before consolidating data in Calc.

14. How are data and information different from each other ? Explain with an
appropriate example.

15. List two common causes of electrical accidents at the workplace. State any
one measure to prevent them.

16. Briefly explain any two general emergency handling procedures at the
workplace.

Answer any 3 out of the given 5 questions in 50 — 80 words each. 3x4=12

17. You are designing a digital brochure for a school event in LibreOffice
Writer.

(a) Mention any four ways by which an image file stored on the

computer can be inserted into a document.

(b) How do the “Wrap Off” and “Wrap Through” text wrapping

options differ when placing images alongside text in Writer ?

89~ Page 19 [] P.T.O.
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Teh TS T H ST B o &9 § &l o @ oft ToTT 1 & Siesfie T E
Tk e foifedT (billing) 18 Bill. ods ® I W S WS, Rev_Bill.ods
E) ‘\Eﬁfm it (reviewed version) B | gH1 § fafi=T dmi g7 dam fope o
’JITEEﬁTﬁ]%Iﬁ"T%ﬁHTUT%}IEmﬁﬁaﬁm(comparison)%mﬁw?ﬁﬁ%
st BT S vaT A o ot ferfa for 3 foh <ot (steps) &1 319 =fRT |

DBMS & @a+ # ffoiRaad vt o T ST -

(%) DBMS H fdIH & IUINT a1 AT JISH & 2

(@) AT EH S | 31 GRIET (Multiple tables) & FHiE SO s Tehd & 2

(M) ST RO (dynamic report) FIT & 2

(1) foreisiihe s (LibreOffice Base) W fuid it ada™ aiig 3R ¥9g gfae
(insert) T % T ST BROT I AT & 98 39 THR ©

Step 1 : Page Header area ! T&iae & o foTt 380 37X foetah (click)
Fifsre |

Step 2 : Click >
oot off 92 menu item 3T faeheT (option)a%qmw% | suawra‘ﬁqgr
EF@%%'QF@ menu item ﬁtﬁ?ﬁqmmwaﬁﬁm

T hl L& o Haw | FfeTRad et o e difer
() HFIX ThIT 3R 30 IRET (surroundings) & st Tcafee fauaia (high
contrast) ¥ 3cq—T fohel a1 Tareeg-Gaieht Gail sl Ioai® FHIfSTT |

@) fort ©fF & 19 oF Ut & |ial @ 30— fouaie g9emst (Contrast
problems)ﬁaﬂﬁ%@ﬂﬁ%wwaﬁﬁl

(M) HFII TATd GHT TTAd e H ASAT foh TohR ATk o TATELT T STE AT & 2

()  HREICIA H TS (stress) FH T T s Ueh qUHT FdTST |
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Mr. Prasanna, a General Manager in a multinational company, has been
given two spreadsheets : an original billing file Bill.ods and a
reviewed version of the same spreadsheet Rev_Bill.ods. Both contain
customer billing details prepared by different teams. Write the steps he
should follow to compare these worksheets and identify the differences

between them.

With reference to DBMS, answer the following questions :

(a)  What is the purpose of using reports in DBMS ?

(b)  Can we generate a report from multiple tables in a database ?
(c) What is a dynamic report ?

(d)  In LibreOffice Base, to insert the current date and time in a report,

the steps to be followed are :
Step 1 : Click inside the Page Header area to activate it.
Step 2 : Click >

However, the correct menu item and option names are missing.
Identify the correct menu item and option name needed to

complete this task.

Answer the following questions in the context of Workplace Safety :

(a)  Mention any two health hazards caused by a high contrast between

the computer screen and its surroundings.

(b)  Suggest one way to avoid contrast problems caused by bright light

sources behind the display screen.

(c) How can poor sitting posture while using a computer, affect a

person’s health ?

(d) Mention any one way to reduce stress at the workplace.

[ P.T.O.
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An electronic gadget shop keeps records of its electronic products, such as
mobile phones, laptops, etc., in a table named Gadgets, which has
columns for ItemID (Primary key), ItemType (mobile, iPad, Laptop),
Size, Quantity, Price and Supplier.

It also stores the billing data in another table named Bill, which has
columns as BillNo (Primary key), ItemID, Price, CustName and
CustPhoneNo.

Based on the above, answer the following questions :

(a) Name any two columns of the Gadgets table where duplicate

values are allowed.

(b)  Assume that the table Gadgets already contains a product having
value of ItemID as I001. Can we enter a new record with value of
ItemID as I001 ? Justify.

(¢)  Isit possible to store photos of the products in a new column of the
table, Gadgets ? If yes, then suggest a suitable data type to store

images.

(d)  Briefly explain the principle of referential integrity with respect to
the tables, Gadgets and Bill.
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