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SECTION B: SUBJECTIVE TYPE QUESTIONS
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— ==

1. Face-to-face informal communication
2. e-mail

3. Notices/Posters

4. Business Meetings

Other Methods: social networks, message, phone call for communication,
newsletter, Blog etc.
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focused, even when faced with challenges or distractions. It helps in maintaining
consistency and perseverance, which are essential for achieving long-term goals

like exam preparation.
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Trojan Horse
Trojan appears to be a useful software

program but once it reaches a computer
| it starts behaving like a virus and
destroying data :

‘Worm
It replicate themselves and spread to all

files once they attack a computer.
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Ans 7 ‘ Self-motivation I;I_l;'lpnrtant- because it drives individuals to stay disciplined and

The money used to start a business is called capital. Capital_i-s import'ant for startm_g
| However, every business does not need a lot of capital to start. Depending on how
much money you have or can borrow, you can start a business with that much
money. Once you make more money, you can put that into your business to make it
Eigsger. So it is totally a misconception that a person needs a lot of money to starta

iness.
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1, Avoid single-use plastics such as plastic spoons, forks.
2. By replacing plastic tea cups with kulhads, glass or steel containers
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LibreOffice Writer allows grouping different aﬁap?i’?u function as-T_s-in_gla entity
| without affecting their size and position. Once grouped, all shapes within that group
become members, and any changes applied to one member will also affect all

members of the group.
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Ansl2.
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In LibreOffice Calc, mulﬁrplé-ﬁsers can access and use the same et
| simultaneously by utilizing the sharing feature. A shared spreadsheet enables so.e:vml
users to make at the same time. This collaboration facilitates contributions

from all users, allowing them to modify and view the spreadsheet collectively.
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Ans A "What-if scenario" is a set of values used within calculations in a spreadsheet that

allows users to explore and compare various alternatives based on changing
conditions. It helps predict the output by changing input values, enabling better
decision-making and optimization of project outputs.
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An attribute or set of attributes which are used to identify a row uniquely is known
as Primary Key.
Table: Student
Rollno | Name
|1 | Raghav
| 2 Shweta

3 Sachin
& Ekta

Primary Key: Rollno

Age | Date of Birth
15 12/12/2009

16 04/09/2008

15 02/07/2009 °
16 12/02/2008
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Table: Student
' Rolino | Name | Age | Date of Birth




Raghav | 15 12/12/2009 |
Shoota | 16 | 04/09/2008 |
Sachin | 15| 02/07/2009
Ekta 16 12/02/2008

wsﬂ‘ﬂ' s Rollmo | i - .
Ans. | The general evacuation steps to follow during an emergency evacuation are:

| 15 Ieave the premises immediately :
e Guide customers: Help customers find fheir wdy to the emergency exits. !
e Assist individuals with disabilities
e Avoid escalators and elevators

' ¢ Go to the emergency assembly area
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Ans Repetition Strain Injury (RSI) refers to a condition that results from repetitive

16. | movements, overuse, or prolonged strain on muscles, tendons, and nerves, often

affecting the hands, wrists, arms, neck, or shoulders. Repetitive movements, poor
| posture, and overuse of certain muscles are the common causes of RSL
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Ans T hreOffice Writer offers several types of styles that help in formatting documents | 4
17. | efficiently and consistently. The main style-categories include: ' -
1. Paragraph Styles: ' - : |

: o Description: A paragraph begins and ends by pressing Enter key.

These styles control the formatting of entire paragraphs, including
" alignment, line spacing, indentation, and font settings. |

| 2. Character Styles: | | !

3. Page Styles: -
o Description: These styles define the layout of pages, including
margins, page size, and backeround colors or images.
4. Frame Styles:
o Description: These styles control the formatting of frames, which
can contain text, images, or other objects.

I 5. List Styles: | 35 L




o Description: These styles are used to create and format numbered

or bulleted lists

- Importance of Styles
Using styles helps maintain consistency throughout the dncmnent, making it easier

- | to lyformaﬂmgchmgeSglnbally mudlf_wngastyle,allmstancesnfthat |
style in the dncumentvn]l automati yupdate, whlch saves time and enhances the
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Ans. (a) Which tool in LibreOffice Calc can be used to create the group automatca]ly? 4
Ans, In LibreOffice Calc, the tool that can be used to create groups I

a8 | .
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| T automatically is Subtotals

| (b) Which functions can be applied to the grouped data to calculate totals and

| averages? . ’
Ans. Functions such as SUM, AVERAGE can be applied to the grouped data.

| (c) Which menu option is used to apply this tool in LibreOffice Calc?
Ans. Data>Subtotals _

(d) What is the purpose of the (-) and (+) signs on the grouped data?

| Ans “+ sign to expand and ‘-’ sign to collapse the data.
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Ans.19 I'-.Iilrganise.ﬂl Storage: Data in the database is stored in an organized way, ensuring

quick and accurate retrieval of required information.

Data Sharing: When the same data set is needed by different applications, the
database can be shared across them. This allows data to be created once and reused
for multiple applications, improving efficiency and consistency.

it may be duplicated, leading to data redundancy. DBMS tools help minimize this
| redundancy by efficiently managing and organizing the data across tables.
Data Consistency: By reducing data redundancy, the risk of storing inconsistent

| data is minimized. For instance, if a student's name is updated in one table, it should

automatically be reflected in other related tables. A DBMS ensures consistency
| across all data records, preventing discrepancies.
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| Reduced Data Redundancy: When the same data field is needed in multiple tables,
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for safety and to prevent hazards. Poor |
' handling and storage can lead to damage, while an organized workstation enhances

Ans.20 | Maintaining a clean workplace is essential

job efficiency and comfort. It's important for all personnel to take responsibility for 1

keeping common areas tidy as needed. :

e Every area must be maintained in a neat and orderly fashion, with each
employee accountable for the cleanliness of their workspace and the tools

| they utilize.

s Spills and breakages should be addressed immediately to avoid accidents,
and floors need to be kept clean and unobstructed to prevent slips and
collisions.

o Regular checks of lighting fixtures are necessary to ensure adequate
visibility; any malfunctioning lights should be reported to management for
prompt repair by the maintenance team.

| e Additionally, the areas surrounding machines and equipment should always |

be kept clean and clear to allow for safe movement.
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Ans.21

[ (a) To effectively design the —— o7 database, the key fields required would be:

Student ID, Name, Age, Course, Grade
(b) Student ID. It uniquely identifies each record in table.

l (c) An alternate field could be Combination of Student Id and Name

(d) To integrate the student table with another table that stores course details,
we can use the Student ID as the primary key in the Student table, and add

' a corresponding Student_ID field as the foreign key in the course table.
This establishes a relationship between the student and course tables.

For Example: Student Table

e A ——

Student ID | Name Age -Equrs-e_ n Grade
S01 Aisha 20 Computer Science | A

l Course Table |

lCnurseID ‘E’Em_se—_' [ Tnstructor | Student ID _|

C01 | Computer Science Mr. Rajan S01
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' Student ID Name Age Course Grade
|| S01 Aisha 20 Computer Science

Y o

‘ Course ID | Course Instructor Student ID
CO1 Computer Science Mr. Rajan S01 _
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