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	General Instructions:
SECTION A: I. All Questions are compulsory.
SECTION B: II. Answer any 7 out of the given 9 questions each carries 2 marks.
                       III. Answer any 3 questions out of given 5 questions each carries 4 marks.                                  



SECTION A: OBJECTIVE TYPE QUESTIONS
I. Answer all the following:                                                                                                   (24 x 1 =24 marks)
1. The word 'Communication' comes from the Latin word commūnicāre. What does this Latin word primarily mean?
(a) To argue 
(b) To influence 
(c) To share 
(d) To analyze
2. Which of the following is NOT listed as one of the "7 Cs" (principles) of effective communication?
(a) Concise 
(b) Coherent 
(c) Creative 
(d) Complete
3. The ability to regulate one's emotions, thoughts, and behavior effectively, including setting goals and motivating oneself, is known as:
(a) Goal Setting
(b) Problem Solving 
(c) Self-management 
(d) Time Management
4. Which factor is listed as one that can decrease an individual's self-confidence?
(a) Being surrounded by people who have a positive attitude. 
(b) Thinking of one's goals and achievements. 
(c) Expecting to be successful at the first attempt itself and not trying again. 
(d) Believing in one's strength to succeed in anything.
5. The physical parts of a computer system that can be seen and touched, such as the keyboard, monitor, and CPU, are collectively referred to as the:
(a) Software 
(b) Operating System 
(c) Hardware 
(d) Applications (Apps)
6. In the general format of an e-mail address, local_part@domain, what does the part after the '@' symbol (the domain) represent?
(a) The recipient's name 
(b) The e-mail service provider's domain name 
(c) The subject of the e-mail 
(d) The main body of the message
7. Which one of the following shortcut key is used to paste a file?
(a) Ctrl + C
(b) Ctrl + P
(c) Ctrl + V
(d) Ctrl + X
8. The main elements of the communication process are:
(a) Sender, Message, Receiver
(b) Words, Emotions, Attitude
(c) Talker, Listener, Notes
(d) Speaker, Stage, Audience
9. Knowing your strengths and weaknesses helps you to:
(a) Compare yourself with others
(b) Avoid setting goals
(c) Improve yourself and make better decisions
(d) Ignore feedback
10. In the Rapid typing tutor, which of the following is not true? 
(a) Green letters denote right inputs. 
(b) Yellow letters stand for right inputs in extra time. 
(c) Red letters denote wrong inputs within time. 
(d) Orange letters indicate wrong inputs with in time. 
(Note: Orange letters actually indicate wrong inputs that also exceed the acceptable timeframe.)
11. A data entry operator has mistakenly typed "TXET" instead of "TEXT". The cursor is currently blinking between 'E' and 'T' in "TXE|T". Which key must the operator press to remove the incorrect letter 'E'?
(a) Backspace key 
(b) Delete key 
(c) Shift key 
(d) Ctrl key
12. A standard keyboard has_____ Function keys.Ans:12
13. The lesson control panel can be used for______________.
(a) animation
(b) enable or disable sounds
(c) plain
(d) background
14. Which of the following is the default extension of the writer file? 
(a) .obt 
(b) .doc 
(c) .odt 
(d) .docx
15. Which of the following technique selects a sentence in Writer? 
(a) Single click (Pressing left button of mouse) 
(b) Double Click 
(c) Triple Click 
(d) None of the above
16. The keys ‘F’ and ‘J’ are known as guide keys. (True/False) False
17. Which option should be used to type H2​O, to get 2 at its proper place?
(a) Bold 
(b) Superscript 
(c) Underline 
(d) Subscript
18. What is the option to print the document so that the height of the page is less than its width? 
(a) Landscape 
(b) Portrait
 (c) Indent 
(d) Tab setting
19. Which of the following is not valid type of data source in mail merge?
(a) Spreadsheet
(b) Text files
(c) MySQL
(d) CSV file
20. Which of the following is an extension of a worksheet created in Calc? 
  (a) .ods 
  (b) .odd 
  (c) .xls 
  (d) .obj
21. How can one calculate the total of values entered in a worksheet column of? 
(a) By manual entry 
(b) By auto-sum 
(c) By formula 
(d) By sum function
22. The Fill Handle in a spreadsheet is used to:
a) Delete data from cells
b) Copy or extend data and formulas to adjacent cells
c) Merge multiple cells into one
d) Insert rows and columns
23. A shop owner records the price of an item in cell C2 and the quantity sold in cell D2. She enters the formula =C2*D2 in cell E2 to calculate the total revenue for that item. Later, she realizes she entered the incorrect quantity in cell D2 and changes the value from 5 to 8.
Question: What happens to the value displayed in cell E2 after she corrects the value in cell D2?
(a) Cell E2 displays an error because the original data changed. 
(b) The formula in E2 must be manually deleted and re-entered to reflect the new result. 
(c) The formula =C2*D2 automatically updates to =C3*D3. 
(d) The result displayed in E2 automatically updates to reflect the new total revenue.
24. A teacher is preparing a spreadsheet to calculate the marks obtained by students in a test. She needs to deduct 5 grace marks (stored as the value 5 in cell A1) from every student's total score listed in column E (starting at E2). She plans to enter a formula in F2 and drag it downwards to F50.
Question: Which formula must the teacher use in cell F2 to ensure that the score cell (E2, E3, E4...) changes relatively, but the deduction cell (A1) remains constant throughout the drag operation?
(a) =E2-A1 (Relative reference) 
(b) =$E$2-$A$1 (Absolute reference for both cells) 
(c) =E2-$A$1 (Mixed/Absolute reference) 
(d) =E$2-$A1 (Incorrect mix of references)
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       II.Answer any 7 out of the given 9 questions                                                          (7 x 2 = 14 marks)
25. Explain any four factors affecting perspectives in communication.
26. Define self-confidence and explain the three steps to build self-confidence.
27. Differentiate between wired and wireless Internet connections.
TYPES OF CONNECTIONS
(a) Wired connections: When our computer is connected to the Internet using a wire, it is called a wired connection. We use Ethernet cables (cables used for connecting to the Internet) to connect to the modem which connects to the ISP using a phone line. 
(b) Wireless connection: You can also connect your computer to the Internet using wireless technology. Laptops need a wireless Internet card to connect to a modem with using any cables

28. Explain the role of typing ergonomics. Mention two specific adjustments concerning the user's body position or equipment placement that are recommended for safe and efficient typing.
Explanation:
Typing ergonomics provides the logistic support necessary for efficient and effective typewriting, helping users attain and maintain accuracy and speed, while avoiding unnecessary fatigue.
Two recommended ergonomic adjustments include:
1. Sitting Posture: The user should sit straight, slightly bending the neck forward, ensuring that both feet touch the floor. The lower portion of the back should touch the lower portion of the chair's backrest.
2. Position of Hands: The forearms should be placed at level with the keyboard with palms down, and wrists should be kept straight. The elbows should hang naturally and be bent at about a 90-degree angle.
29. What is the primary purpose of using the Mail Merge feature in LibreOffice Writer, and what are the two essential components (documents) required to successfully perform a mail merge operation?
Explanation:
The primary purpose of Mail Merge is to create a series of the same documents with multiple addresses. It is used to send invitations, letters, or print certificates for several people where the main body of content is common, but recipient information changes.
The two essential documents required are:
1. The Main Document (or Form Letter): This document contains the actual, common information and variable names (fields) for the data that changes across different letters.
2. The Data Source: This file holds the mailing addresses and variable information (values) corresponding to the variables defined in the main document.
30. List four major activities that LibreOffice Calc is used to perform accurately and efficiently.
LibreOffice Calc is used to perform the following activities accurately and efficiently.
• Tabulation of data
• Simple mathematical calculations
• Complex calculations using formula and functions
• Arranging data in ascending and descending order (sorting)
• Filtering the required data
• Check the validity of data
• Protection of data using passwords
• Saving for future use
(write any four)
31. Differentiate the function of the Backspace key and the Delete key when used by a data entry operator to correct text.
Explanation:
• The Backspace key deletes the character immediately to the left of the cursor (or insertion point) and moves the cursor to that newly cleared position.
• The Delete key (Del key) deletes the character currently at the cursor position, or deletes a selected object, but does not move the cursor itself.
32. LibreOffice Writer offers multiple clicking techniques for quick text selection. Explain the result of using a double click versus a triple click of the left mouse button on a section of text.
Explanation:
• Double Click: Positioning the mouse pointer anywhere on a word and using a quick double click selects a single word at a time.
• Triple Click: Positioning the mouse pointer anywhere in a sentence and using a quick triple click selects a complete sentence at a time. (Note: A quadruple click selects a complete paragraph).
33. Distinguish between Labels and Values as data types entered into a LibreOffice Calc spreadsheet, noting their default alignment rules.
Explanation:
• Labels: A label is any text entered using a keyboard, which may contain letters, numbers, and special symbols. By default, labels are displayed as left aligned in the cell.
• Values: Values refer to numerical data consisting only of numbers. By default, values are displayed as right aligned in the cell. If a number requires a preceding zero (e.g., a telephone number), the data type must be specified as 'Text' (Label) because numeric values do not display the preceding zero



III. Answer any 3 questions out of given 5 questions                                                 (3x 4 = 12 marks) 

34. Riya recently started working as a Domestic Data Entry Operator. After working long hours, she has begun to experience consistent strain in her lower back and wrists. Furthermore, she is currently struggling to meet the accuracy demands of the job. In a five-minute typing test, Riya typed 350 characters, but 50 of those characters contained errors.
Calculate Riya's Net CPM (Net Characters Per Minute) based on the provided test data. Additionally, explain what the yellow letter indication in a program like Rapid Typing Tutor signifies about her typing rhythm. (2 marks)
Ans:
1. Net CPM Calculation and Yellow Letter Explanation (2 marks)
      Net CPM Calculation: The formula for Net CPM is: 
      Net CPM = CPM - (Characters with errors / Time spent in minutes).
    ◦ Gross CPM (Characters Per Minute) = 350 characters / 5 minutes = 70 CPM.
    ◦ Error Rate per minute = 50 errors / 5 minutes = 10 errors per minute.
    ◦ Net CPM = 70 CPM - 10 errors/min = 60 Net CPM.
2. Yellow Letter Explanation: In a program like Rapid Typing Tutor, yellow letters stand for right inputs exceeding the acceptable timeframe. This indication means Riya has broken the typing rhythm at that character, signifying a slowdown.

35. Write down the steps to create data source in mail merge.
Ans: Steps to Create a Data Source (Address List) in Mail Merge
1. Select Address List: In Step 3 of the Mail Merge Wizard, you must click on the button “Select Address List”. This action opens the “Select Address List” window.
2. Initiate Creation: Click on the Create button within the Select Address List window. This opens a New Address List window.
3. Enter Recipient Data: In the New Address List window, under the Address Information section, enter the information of the recipient.
4. Customise Fields (Optional): If you wish to customize the field names of the recipient information, you can click on the Customise button. This opens the 'Customise Address List' window, allowing you to add, delete, or rename any field name. You can also change the order of appearance of the fields using the up/down arrow button.
5. Add New Recipients: After entering the data for the first recipient, click on the New button to enter the information of the next recipient.
6. Close List Entry: After entering the information for the entire recipient list, click on the OK button to close the list.
7. Save the Data Source: The Save As dialog box will then appear, which allows you to save the list of recipients in .CSV format (e.g., MyList.csv).
8. Final Selection: A subsequent window will display various recipient lists created up to that point. You must select the required list and click on the OK button to finalize the address list selection for the mail merge process.
36. Ravi is preparing a 20-page project report for his school using Libre office document writer. After completing it, his teacher asks him to replace some words and correct certain spelling mistakes that appear multiple times in the document. Ravi wants to make these changes quickly without manually searching every page. Answer the following questions:
A. Which feature should Ravi use to make such corrections efficiently?
B. What steps should he follow to use this feature?
C. How can he replace all occurrences of a word in one go?
D. Mention one benefit of using this feature in large documents.
Ans: Feature used:
Ravi should use the Find and Replace feature of the word processor.

Steps to use the feature:
Open the Find and Replace dialog box (shortcut: Ctrl + H).
Enter the word to be searched in the Find what box.
Enter the new word in the Replace with box.
Click Find Next to review or Replace All to apply changes throughout the document.

Replace all occurrences:
By selecting the Replace All option, Ravi can automatically replace every occurrence of the word in the entire document at once.

Benefit:
It saves time and ensures consistency by quickly updating or correcting repeated words across long documents.
37. A company maintains monthly sales data of its five salespersons in a spreadsheet as shown below:
	Salesperson
	January
	February
	March

	Anil
	25000
	30000
	28000

	Beena
	27000
	32000
	31000

	Charan
	23000
	29000
	30000

	Divya
	26000
	31000
	34000

	Esha
	24000
	28000
	26000


a) Write a formula to calculate the total sales of each salesperson for all three months.
b) Write a formula to calculate the average sales of all salespersons in March.
c) Which function can be used to find the highest total sales among all salespersons?
d) If the formula =B2+C2+D2 is copied from cell E2 to E3, explain what change will occur in cell references
38. a) Different types of charts can be created in LibreOffice Calc to represent data visually. Explain any four types of charts available in LibreOffice Calc along with their purpose.
b) Write the steps to draw a column chart in libre office base
[image: ]
b) Follow the steps given below to create charts.
a. Select the range of data (A1:F7)
b. Insert → Chart
c. Select the type of chart
d. Select the chart (Column Chart)
e. Click finish. A chart will be displayed.
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