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INFORMATION TECHNOLOGY (402)
CLASS-X-(2025-26)SET: 1

 
        

Time allowed: 2 Hrs.							                                    Maximum Marks: 50        General Instructions:
[bookmark: _Hlk209688535]Read the following instructions very carefully and follow them:							                         
1. Please read the instructions carefully.
2. This Question Paper consists of 21 questions in two sections: Section A & Section B.
3. Section A has Objective type questions whereas Section B contains Subjective type questions.
4. Out of the given (5+16=) 21 questions, a candidate has to answer (5 + 10 =) 15 questions in the   allotted (maximum) time of 2 hours.
5. All questions of a particular section must be attempted in the correct order.
6. SECTION A - OBJECTIVE TYPE QUESTIONS (24 MARKS):
i. This section has 5 questions.
ii. Marks allotted are mentioned against each question/part.
iii. There is no negative marking.
iv. Do as per the instructions given.
7. SECTION B – SUBJECTIVE TYPE QUESTIONS (26 MARKS):
i. This section has 16 questions.
ii. A candidate has to do 10 questions.
iii. Do as per the instructions given.
iv. Marks allotted are mentioned against each question/part.
SECTION A: OBJECTIVE TYPE QUESTIONS

	      1
	Answer any 4 out of 6 questions from Employability skills

	i
	Name the organization that has the Sustainable Development Goals?    
a) UNICEF                                 
b) League of Nations   
c) United Nations                  
d) World Health Organization
	1

	ii
	Rahul moved to Japan from India for work. However, he struggles to adapt because he is not familiar with Japanese customs and etiquette, which affects his interactions with coworkers. This is an example of: 
a) Interpersonal barrier 
b) Cultural barrier 
c) Physical barrier 
d) Linguistic barrier
	1

	 iii
	Kartik’s Computer was running very slow, hangs and often restarts. He is very confused and tensed as he was working on a very important assignment. Kartik’s friend gave him the following suggestions. Identify who has given him a genuine suggestion.    
a) Radha: Restart your machine   
b) Ishan: Install reliable antivirus software and update   
c) Amar: Don’t use Pendrive            
d) Sam: Install free antivirus from net    
	1

	        iv
	From the following statements, which one is not correct about the Qualities of an entrepreneur                                                                                                    
a) Successful entrepreneurs adapt the habit of hard work from a very early stage. 
b) Entrepreneur should not think optimistically about the future of the business. 
c) Confident entrepreneur must not deviate from his/her decisions too early in case success is delayed. 
d) Entrepreneurs like to function at their own will and rules.
	1

	 v
	_________ refers to focusing human efforts for maintaining a healthy body and mind capable of better withstanding stressful situations.   
a) Self-Motivation       
b) Stress Management    
c) Self-Awareness    
d) d. Self-Regulation
	1


	 vi
	Amina studies diligently to improve her grades because she wants to feel proud of her achievements and also earn a scholarship. What type of motivation is this? 
a) Internal 
b) External 
c) Both internal and external 
d) (d) Not any specific type of motivation
	

	    2
	Answer any 5 out of 6 questions from subject specific skills
	

	i
	Styles menu (from sidebar) in Writer provide options to work on
a) Paragraph Styles
b) Frame Styles
c) Page Styles
d) All of the above
	1

	ii
	DBMS stands for ______________________.
a) Data and Books Management System
b) Database Management System
c) Duplicate Books Management System
d) (d) Data Management Multi System
	1

	iii
	Sharing spreadsheet feature allows to save the changes in
a) multiple sheets
b) user’s sheet
c) in a same sheet
d) in different sheet
	1

	iv
	Which of the following gives the status of your document
like page numbers, number of pages?
a) Status bar 
b) Standard toolbar
c) Formatting 
d) Title bar
	1

	v
	Which of the following data can a date data type store?
a) Date
b) Time
c) Both date and time
d) Neither date nor time
	1

	vi
	A _____________ is a question asked from a database.
a) query
b) report
c) form
d) field
	1

	    3
	Answer any 5 out of 6 questions from subject specific skills
	

	i
	Which of the following is not mandatory to keep the good health of an employee?
a) Cleanliness
b) Food court
c) Clean and fresh air
d) Clean washroom
	1

	ii
	JPG or JPEG in image format stands for _________________.
a) Joint Photographic Experts Group
b) Joint Picture Experts Group
c) Joint Photographic Experts Graph
d) Joint Photographic Experts General
	1

	iii
	Which of the following is the shortcut key to select the entire document?
a) Ctrl+S 
b) Ctrl+A
c) Ctrl+D 
d) d) Ctrl+B
	1

	iv
	Which of the following is an invalid Macro Name?
a) 1formatword
b) format word
c) format*word
d) Format_word.
	1

	v
	Which kind of hazards can occur in IT industry?
a) Biological
b) Chemical
c) Physical
d) Ergonomic
	1

	vi
	Image toolbar does not provide a tool for _________________.
a) filtering 
b) cropping
c) copying 
d) flipping
	1

	    4
	Answer any 5 out of 6 questions from subject specific skills
	

	i
	Which tool is used to predict the output while changing the input?
a) Consolidate function
b) What-if scenario
c) Goal seek
d) Fine and Replace
	1

	ii
	Which of the following can cause hazards while using computers?
a) Poor sitting postures or excessive duration of sitting in one position
b) Lifting heavy object
c) Mishandling of tools and equipment
d) Improper handling of office equipment
	1

	iii
	Which of the following is NOT true about forms?
a) It is the front end for data entry
b) It can contain only text fields
c) Graphics can be inserted on the form
d) It can contain only fixed number of records
	1

	iv
	The list of tables to be added is displayed in the __________ dialog box in the relationship screen.
a) Add Tables
b) Add Databases
c) Both (a) and (b)
d) Neither (a) nor (b)
	1

	v
	Which of the following dialog box is present when the query design window is opened for the first time to design a query?
a) Add Table
b) Add Query
c) Add Table or Query
d) None of the above
	1

	vi
	Which is the shortcut key to open an existing database?
a) Ctrl+ D
b) Ctrl+O
c) Ctrl+E
d) Ctrl+F
	1

	5
	Answer any 5 out of 6 questions from subject specific skills
	

	i
	Which of the following properties in the Properties: Label Field text box is used to insert a tool-tip on the form?
a) Tool Text
b) Help Text
c) Tool Tip
d) Help Tip
	1

	ii
	For an organisation, the proper security procedures will reduce ________________.
a) liabilities
b) insurance
c) business revenue
d) operational charges of the company
	1

	iii
	Which of the following components open along with the Report Wizard?
a) Report Builder
b) Add Fields dialog box
c) Both (a) and (b)
d) Neither (a) nor (b)
	1

	iv
	Air pollution is mostly caused by production of the ________ in the surrounding air.
a) dust
b) mixture of solid particles
c) gases
d) All of above
	1

	v
	The changes by team members in the spreadsheet can be accepted or rejected by
a) the team members
b) any of the user
c) owner
d) other users
	1

	vi
	What is the potential cause of hazards at workplace?
a) Poor ventilation
b) Poor lighting
c) Poor housekeeping
d) All of the above
	1



SECTION B: SUBJECTIVE TYPE QUESTIONS

Answer any 3 out of the given 5 questions on employability skills in 20 – 30 words. (2 x3 = 6 marks) 
	Q. 6
	How is a computer file system similar to our physical file system in a school?
A computer file system is similar to a physical file system in a school in several ways:
1. Organization:
· School: Files (student records, homework, reports) are kept in folders or cabinets, organized by class, subject, or student name.
· Computer: Files (documents, images, programs) are stored in folders/directories on a hard drive, organized by category or purpose.
2. Hierarchical Structure:
· School: Cabinets → Folders → Papers.
· Computer: Drive → Folder → Subfolder → File.
3. Accessibility:
· School: Teachers or staff can easily retrieve a file if they know the cabinet and folder.
· Computer: Users can open a file quickly if they know its directory path.
4. Labeling:
· School: Files are labeled with names or dates for easy identification.
· Computer: Files have names and extensions (like .docx or .jpg) for identification.
5. Maintenance:
· School: Old files may be archived or discarded to free space.
· Computer: Unnecessary files can be deleted or moved to storage devices to manage disk space.
Essentially, both systems help store, organize, and retrieve information efficiently, just one is physical and the other digital.


















	2

	Q. 7
	What do you think is the most important function of an entrepreneur? Write your answer giving suitable examples.

[image: ]
	2

	Q. 8
	Radha is your co-worker. Together you are making a report on how to manage the waste in your store. Since she has not finished her part of the report on time, the whole report has got delayed and the manager has given you both a warning. 
a. What do you mean by feedback?
b. Write down the feedback you would like to give your co-worker on managing time. Try to keep the feedback specific and polite.

a. What do you mean by feedback?
Feedback is information or comments given to someone about their performance or behavior to help them improve or continue doing well. It can be positive (praise) or constructive (suggestions for improvement).
b. Feedback for co-worker on managing time:
"Radha, I appreciate your efforts in working on your part of the report. To help us meet deadlines in the future, it would be great if you could manage your time more carefully and complete your section on schedule. This will ensure our team can submit reports on time and avoid delays."
	2

	Q. 9
	What is the meaning of sustainable development?
Sustainable development is the practice of using resources in a way that meets current needs without harming the ability of future generations to meet theirs.
Example:
· Using renewable energy like solar or wind power instead of depleting fossil fuels.
· Planting trees to replace those that are cut down.
· Reducing waste and recycling materials to conserve resources.
	2

	Q. 10
	Riya, a Class X student, feels stressed with her exam preparation, extracurricular activities, and family commitments. How can tracking time help her?
Tracking time can help Riya in several ways:
1. Better Planning: By knowing how much time she spends on exams, activities, and family commitments, she can schedule her day more effectively.
2. Prioritization: She can focus on the most important tasks first and avoid spending too much time on less urgent activities.
3. Reduce Stress: Seeing a clear plan for her day can make her feel more in control and less overwhelmed.
4. Time for Breaks: Tracking time ensures she includes short breaks, which helps refresh her mind and improves productivity.
5. Identify Wastage: She can notice where time is being wasted and make adjustments to use it more efficiently.
In short, tracking time helps Riya manage her tasks efficiently, reduce stress, and balance studies with other activities.
	2



Answer any 4 out of the given 6 questions in 20 – 30 words. (2 x 4 = 8 marks) 
	Q. 11
	What do you understand by custom styles in LibreOffice writer?
Custom styles in LibreOffice Writer are user-defined formatting rules that can be applied to text, paragraphs, frames, pages, or lists to give them a consistent and personalized appearance.
Example:
· A “Heading 1” custom style might use bold, 16 pt font, and blue color. Applying this style to all main headings makes them look the same automatically.
· A “Body Text” style could have 12 pt font with 1.5 line spacing for all paragraphs.
	2

	Q. 12
	Give any two advantages of data analysis tools.
Here are two advantages of data analysis tools:
  Efficient Decision Making: They help organize, summarize, and analyze data quickly, enabling users to make informed decisions.
  Time-Saving: They automate calculations, charts, and reports, reducing manual effort and saving time.
	2

	Q. 13
	Consider the table given below and answer the questions that follow:
[image: ]
(a) Which field should be made the primary key?
Enrolment number
(b)How is primary key different from foreign key? Explain with example. 
Primary Key:
· A primary key is a field (or combination of fields) in a table that uniquely identifies each record.
· It cannot have duplicate values and cannot be empty (NULL).
Foreign Key:
· A foreign key is a field in one table that refers to the primary key in another table.
· It is used to establish a relationship between two tables.
	2

	Q. 14
	Describe type of emergency with example.
Types of Emergencies:
Emergencies are unexpected situations that require immediate action to prevent harm to people, property, or the environment.
1. Medical Emergency: When someone is injured or suddenly falls ill.
· Example: A worker faints due to dehydration.
2. Fire Emergency: When a fire breaks out in the workplace.
· Example: Fire in the office kitchen.
3. Natural Emergency: Caused by natural events.
· Example: Earthquake, flood, or cyclone.
4. Technical or Industrial Emergency: Caused by equipment failure or accidents.
· Example: Chemical spill in a laboratory.
5. Security Emergency: Threats to personal safety or property.
· Example: Burglary or violent incident at work.
	2

	Q. 15
	Differentiate between predefined function in Calc and Macros as a function
	Feature
	Predefined Function in Calc
	Macro as a Function

	Definition
	A built-in formula provided by Calc to perform calculations.
	A set of user-defined instructions that can perform tasks, including calculations.

	Examples
	SUM(), AVERAGE(), MAX()
	Custom functions created using macros, e.g., a macro to calculate monthly loan interest.

	Ease of Use
	Easy to use; no programming needed.
	Requires creating the macro using programming or recording steps.

	Flexibility
	Limited to predefined operations.
	Highly flexible; can perform complex or repetitive tasks beyond built-in functions.

	Usage
	Directly typed in a cell.
	Can be called like a function in a cell after being created.



· Predefined functions are ready-made and simple.
· Macros as functions are custom-made and more flexible for complex tasks.

	2

	Q. 16
	What cautions to be taken while working on the computer?
1. Maintain Good Posture: Sit straight with feet flat on the floor to avoid back and neck strain.
2. Take Regular Breaks: Avoid long continuous hours; follow the 20-20-20 rule for eyes (every 20 minutes, look at something 20 feet away for 20 seconds).
3. Proper Lighting: Ensure the room is well-lit to reduce eye strain.
4. Clean Workspace: Keep your desk and computer area clean to avoid dust and hazards.
5. Handle Equipment Carefully: Avoid spilling liquids on devices and handle peripherals gently.
6. Manage Cables Safely: Keep wires organized to prevent tripping or damage.
7. Use Antivirus and Security Measures: Protect your system from malware and unauthorized access.

Good posture, regular breaks, clean and safe environment, and system security help prevent health issues and maintain computer safety.

	2













    Answer any 3 out of the given 5 questions in 50– 80 words each (3x 4 = 12 marks)
	Q. 17
	What is a digital image? Write steps to insert an image from the gallery using
Drag and Drop method.
Digital Image in LibreOffice:
A digital image in LibreOffice is a picture or graphic stored in a digital format (like JPEG, PNG, or GIF) that can be inserted, displayed, and edited within a LibreOffice document.
Steps to insert an image from the Gallery using Drag and Drop in LibreOffice Writer:
1. Open your LibreOffice Writer document.
2. Go to the Gallery: Tools → Gallery.
3. In the Gallery, browse and select the image you want to insert.
4. Click and hold the image.
5. Drag the image to the desired position in your document.
6. Release the mouse button to drop the image into the document.

	4

	Q. 18
	Define and write the commands to perform:
(a) Sharing Spreadsheet
(b) Record changes
(a) Sharing Spreadsheet
Definition:
Sharing a spreadsheet means allowing multiple users to work on the same spreadsheet simultaneously. This feature helps in collaboration, where each user can edit and view updates in real-time.
Command / Steps in LibreOffice Calc:
1. Open the spreadsheet in LibreOffice Calc.
2. Go to the menu bar → click Tools → Share Spreadsheet.
3. In the dialog box that appears, check the box “Share this spreadsheet with other users”.
4. Click OK.
5. Save the file — Calc will now allow multiple users to edit it at once.

 (b) Record Changes
Definition:
Recording changes means keeping track of edits made to the spreadsheet — such as data changes, insertions, or deletions. This helps in reviewing and accepting or rejecting modifications later.
Command / Steps in LibreOffice Calc:
1. Open the spreadsheet.
2. Go to the menu bar → click Edit → Track Changes → Record.
3. Calc will start recording all changes made to the document.
4. To view them later:
Go to Edit → Track Changes → Show.
5. To accept or reject:
Go to Edit → Track Changes → Accept or Reject.
	4

	Q. 19
	Explain any four mathematical functions that can be applied to numerical data in a query.
1. SUM( )
Purpose:
Calculates the total (sum) of all numeric values in a field.
Example:
SELECT SUM(Salary) FROM Employee;
Explanation:
This query adds up all the salaries of employees.

2. AVG( )
Purpose:
Finds the average (mean) value of a numeric field.
Example:
SELECT AVG(Marks) FROM Student;
Explanation:
This gives the average marks of all students.

3. MIN( )
Purpose:
Finds the minimum (smallest) value in a numeric field.
Example:
SELECT MIN(Price) FROM Product;
Explanation:
This returns the lowest product price.

4. MAX( )
Purpose:
Finds the maximum (largest) value in a numeric field.
Example:
SELECT MAX(Quantity) FROM Orders;
Explanation:
This returns the highest quantity ordered.

	4

	Q. 20
	Uzair manages a boys hostel in an engineering college. To manage the records of the people saying in his hostel, he created a database with the following related tables.
Table : Student_Details
Student_Id
Name
DOB
Course
Father’s Name
Contact No_student
Contact No_ guardian
Room No
Table: Room Details
Room No
Floor (data value can be first, second or third)
Category (data value can be AC / Non- AC)
Student Id
DOO (Date of occupancy)
Monthly Rent 
a) Create a query that displays total monthly rent collected for each category.
b) Create a form for data entry of both the tables.

(a) Query to display total monthly rent collected for each category
Objective:
To calculate how much total rent is collected from all rooms, grouped by the Category (AC or Non-AC).
SQL Query:
SELECT Category, SUM("Monthly Rent") AS "Total Monthly Rent"
FROM "Room_Details"
GROUP BY Category;

(b) Create a Form for Data Entry of Both Tables
Steps in LibreOffice Base:
Step 1: Create Form for Student_Details
1. Open the database file in LibreOffice Base.
2. In the left pane, click on Forms.
3. Click Use Wizard to Create Form.
4. Choose the Student_Details table.
5. Move all required fields to the “Fields in the Form” box.
6. Choose a layout (e.g., Columnar or Datasheet).
7. Click Finish – form for student details is ready.
Step 2: Create Form for Room_Details
1. Again click Use Wizard to Create Form.
2. Choose Room_Details table.
3. Add all fields (Room No, Floor, Category, Student Id, DOO, Monthly Rent).
4. Select desired layout and click Finish.
Step 3: Create a Subform (optional for linked data)
· If you want both tables together:
1. Use the Form Wizard again.
2. Choose Student_Details as the main form.
3. Choose Room_Details as the subform (linked by Student_Id).
4. This allows data of both tables to be entered/viewed together.

	4

	Q. 21
	What is an emergency action plan and What should your emergency action plan include?
An Emergency Action Plan (EAP) is a written plan that outlines the steps to be taken in case of an emergency such as fire, earthquake, medical injury, or any other dangerous situation.
It helps employees and students know what to do, where to go, and whom to contact during emergencies to ensure everyone’s safety.
A good Emergency Action Plan should include the following points:
1. Types of Emergencies Covered
(e.g., fire, earthquake, chemical spill, medical emergency, etc.)
2. Emergency Exit Routes and Evacuation Procedures
Clear instructions on how to safely leave the building and where to assemble.
3. Emergency Contact Numbers
Important phone numbers such as police, fire department, ambulance, and key staff.
4. Roles and Responsibilities
Duties of staff members or safety officers during an emergency (who will call help, guide evacuation, etc.).
5. Location of Emergency Equipment
Locations of fire extinguishers, first-aid kits, alarms, and emergency exits.
6. Communication Plan
How to inform everyone about the emergency and updates.
7. Training and Drills
Regular practice sessions (mock drills) to make sure everyone knows what to do.

	4
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