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Nores (f) For heading(s) and sub heading(s) use Heading 2 and
Heading 4, in the newsletter,

(g) On the first leaf, while displaying information about
school, use character styling of your choice to make it
attractive.

(h) “Use table to style Board Results, using grid rows and
columns,

(i) Each row of the table should have a number. - in
Roman, prefixed to content.

() Organise school achievements in frames, ' where
“individual - frame -is - to -be styled using Frames of
‘Paragraph category, ‘ ’

(k) “Using: selection method, save the style in respective .
category, ‘so-that: the same can be used to publish
future newsletters to maintain consistency.

Cheel Your Progress
A, Multiple choice questions

1.'Which of the following features in Libr eOfﬁce Wnter is / are
used ‘to create the given document? - |
(a) Page borders
Envelope &
" {c) Picture from:
- File. ‘
{d) Indexes and
Tables

2. Styles menu (from
_ sidebar) in Wnter prowde options to
, ~work on ‘
a . [a) Paragraph Styles.
~ (b) Frame Styles
{c). Page Styles
All of the above :
3. What is style template in LibreOffice Writer?
{a) Pre-determined form and mode of document file
JB) One kind of model style
{c) One type of document
(d) Cluster of documents in Writer

4. Which of the following gives the status of your document
+like page numbers, number of pages?
i Status bar " {b) Standard toolbar
(c) Formattmg o ooo(d) Title bar

- 5. Which of the following can be used to access a style menu?
(a) F11 function key.. (b) Sidebar Menu -
(¢) Formatting toolbaryAd) All:of these

B. Fill in the blanks

1 A %& is.a collection of different formats

2. Styles are especially handy in {idsts. MJM&

Dowumestic Data ENTRY OPERATOR — CLass X

2023-24




3. Proper use of styles improves W«&m% document

4. The first five button S atthe top of the Styles window select
‘the category of . =4 24

Ak v‘ i
5. Using predefined | ﬁg %%{és Bookmark in the

document;

6.:0On opening a new file ?%%”Mswle isused for formatting

*the document.

7. In page layout documents, you can arrange
text boxes and graphics.

8, Character styles are often integrated i
1 dlows to apply style at different places in the

docutinent. ‘
10. Predefined Style fm%f@{%e updated by Drag and Drop
method,

C. Short answer questions

1, What do you understand by styles in lereOfﬁcewrlter

document?

2. Write advantages-of using Style over manual formattmg,
for designing a document. ~

3. What are the different categories of style m lereOfﬁce .

writer document?
4, Write down the steps to update a styt ,
. What do you understand by custom styles‘m lereOfﬁce writer?

6. In a document In troductxon paragraph is to be design
extensively by setti !

gie)

Select the des1red font size ~
(vi) - Select Font weight (Bold) from the toolbar
{vii}. Open Font color from Toolbar
(viti). Select desired color

{ix) Using Formatmenu option, select Spacing > Paragraph
> Indent and Spacing

(x) Edit space above paragraph
(xi}--Add numbel by Selectmg Numbered list from Toolbar.

7. Give two examples, where instead of Style, using manual
fmmattm will be beneficial.

. 1tuat10n, in which you will prefer to use Fill
Format for styling your document.

9 erte steps to load style(s) from a template,

Dricrrar DocuMENTATION (ADvancED) UsiNg LiBREOFFICE WRITER
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Eheol Vour Progress NoTes

A, Multiple choice questions

3

1. The text orimage which appears faintly in the background
of a page is called .
+.44) Water mark {b) Trade mark
{¢): Copyright (d):Embossing
2..JPG or JPEG in image format stands for
\Ag) Joint Photographic Experts Group
(b) Joint Picture Experts Group
(c) Joint Photographic Experts Graph
(d) Joint Photographic Experts General :
3. In Drawing Object ‘Properties toolbar, Groupmg options
- provided-are :
“(a) Exit Group (b) Ungroup
(c) Enter Group 1.{d)-All of these
4, Which of the following is not the correct file extension for
““an image file?

(a) GIF (b)d PEG
1 le) Odt ! (d) PNG
5. Image toolbar does not provide a tool for
(a) filtering {b) cropping

- »J€) copying (d) flipping
B. Fill in the blanks

1. 'C@E tool cuts off non- -desirable part of the i 1mage

3. To simulate the effect o
tool is used.

shapes:
7. ’ Anchor act as

8. There are 7.
horizontally.

10: -
retain, them th1 oughout the session

C. Shmt answer type questions :

a d1g1ta1 image? How can you create one?

2. erte steps to insert an image from the gallery usmg
- Dr@g and Drop method,

DicrraL DocuMeNTATION (ADVANCED) Using LIBREOFFICE WRITER
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Notes

@

10.

How is resizing of image different from cropping it? '

What are the tools available in drawmg toolbar? Describe
any five tools,

How is linking of an image different from embedding?
Give 'a situation:-in. which you would prefer to link

‘an image.

Write steps to change properties for drawing objects

What are the benefits.and drawbacks of groupmg drawmg
objects?

Describe any two tools from Drawmg Object P1opertles
toolbar.

Write steps to insert an image in a basic drawing shape. .
Write factors controlhng posmonmg of ‘an 1mage m"

a document:
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Notes 2. After the ToCwas inserted, Rajnikant made some changes
in.the report but the changes were not reflected in the

-ToC. Will he have to again insert a new ToC? Suggest him
a better way to update the ToC.

3. Rukhsat -~ has just downloaded a ‘template from
libreoffice.org. Now she wants to import it in My templates
category.of the Templates folder. How can she complete
her task?

4. Rimit loves to create cards on his computer, This time he
decided to make his own Christmas cards and send them
to his friends. He wants to do the task using the templates .
feature of Writer. He has already saved:and imported the
desired template(card.ott). Help him to create cards for at o
least five of his friends. SO

5. Teena is a member-of the editorial team of her school.
She wants to set the newspaper template as her default:
template. Wr1te the steps: to help Teena complete
the task:

6. Venkat has created a document on India’s Trade Review.
He wants two of his friends, Rinky and Sujoy to review
his document and if requlred add comments to it:‘But
‘none of them know how to use the Track Changes feature
of Writer., Help' them to complete the task.

7. Venkat has received the rev1ewed ﬁle with modifications
and comments What steps will he follow now to accept
. or reject the changes done by h1s frlends

€x or: B1b11ography dialog box?
) It has four tabs
(b) On the Type tab, by default, the checkbox for Protected
against Manual Changes option will be selected.
(c) The Styles tab contains options to change the
background colour..
(d). None of the above -

2. Which of the followmg tabs is by default-active when the
Table of Contents, Entries or Bibliography dialog box 1s

opened? :
(@) Entries -(b) Background
(c) Styles. ] Type

Domestic DaTA ENTRY OPERATOR — CLass X
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3, Which of the following tabs contains options to set styles
for various entries in the ToC?
(a) Entries (b) Background
s le) Styles - (d) Type

4, Which of the following can be added in the background 'of‘

Table of Contents in LibreOffice Writer?
(a) Color (b)-Graphic
{¢) Both a and b (d) Neither a nor b

5. Which of the following is NOT true about templates?
{a) The: styles and formatting features can be reused,
(b).LibreOffice provides online templates

) We cannot create our own templates
(d) None of the above.

6. Which ‘of ‘the -following -is -the shoxtcut key to. open.the
Templates dialog box?
(a) Ctrl+Alt+N b)) Shift+Ctrl+N
A(c) Ctrl+Alt+T - (d) Shift+Alt+T

7. Which of the followmg buttons, in - the Templates dlalog

box, will'be clicked ‘to save-a template d1splayed in the hst‘

of templates? ;
(a) Export V(b) Import
{c) Move i (d) None of the above

8. Which of the following is the shortcut key to select he =

- entire document?
(a) Ctrl+S oAB) Ctrl+A
“{c).Ctrl+D (d) Ctrl+B

9; Whichof the following is the correct sequence.of optlons
open the Templates dialog :
(a) File > Manage Templates > ’I‘emplates ;
) File > Templates > Manage Templates?f’f
(c) Insert > Templates >Manage Templates
(d) Insert > Mana Templates > Te plates

10. Which of the followmg is true abo"
of Writer?
{a) You cannot record a change made in the document.
(b) A comment of a particular author only can be deleted
(c) Any change made to the document is perrnanent
s Ad) None of the abov

11, Which of the followmg menus Contalns the Track Changes
option? ~

Y {(‘B Edit
(d) Insert

i | following is the shortcut key to start recording
the changes being made in the document?

3 A48) Ctrl+8hift+C. {b) Alt+Shift+C

(o) Ctrl+Alt+C (d) Shift+C+F2

Dicitan DoCUMENTATION (ADVANCED) UsING LIBREOFFICE WRITER
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Notes B. Fill in the blanks

1. To navigate to the topic from the ToC, press &M}
key while clicking the mouse button on that topic.
© 2. To remove the applied paragraph styling in the ToC, select
the outlme level'in the Levels-list box, and then chck the
wid” button, il
3..If:the checkbox for gﬁ@g@} MW option is selected %

the ToC is protected from any accidental change.

4, To, update the :ToC: manually, right click “and select
: nddsoption from the pop up menu, ,

5. The _ tab contains options to setthe numiber. of
columns that we want to have in our ToC.

is.a preset layout that helps us

@ﬁw}&@i}i

,feature is: ON, the added;

 of Contents are hyperlinked.
ontents in L1breOfﬁce Writer can be updated

) V;ce a ToC is created, it cannot be edited.

5. We cannot add a graphlc asa background of ToC.

6. A smgle template can be used for multiple documents.
7. A template cannot contain graphics. '
8

9

.-All. documents in Writer are based upon tempiates.

. The online ‘templates cannot ‘be added. to the list of
templates in the templates dialog box.

10. A template once created can be edited again and again.

11. The changes recorded have to be accepted by the original
author.,

12. We can delete the comments added in a document by the
user;
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_D. Answer the following questions =~ ' Nores

1. What is the need of table of contents?

. What will happen . if the ‘Protected Against Manual
Changes’ option is not selected in the Type tab of Table of
Contents, Index or Bibliography dialog box?

. Name the five tabs present in the Table of Contents, Index
or Bibliography dialog box.
.~ What do you mean by customization of ToC?

. How headings' and: ‘sub-headings: of “a document
differentiated in ToC? : :

. Define:a template.

.‘Give any one: advantage of using a template for: your
document,

. What is the difference between importing and expm tmg a
template? :

. Name any two categories of templates:.

. When is exporting of templates useful? lee any one:
reason.

. What is the difference between Accept:Tr: ck Change and
Accept All Tracked Changes buttons?

..How do we prepare a document for cvxew?
. Identify ‘and label the - Record but n Insert Comments ;

buttons in the following ﬁgur
{shown in Fig-3:41). -

. Identify - and ' label “‘
Export button, Import
dialog box.

Fig. 3.41: Track Changes Toolbar
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. Create the following spreadsheet (Fig. 4. 33) to find out the quantlty
to be sold for the item Talc s0 as to get the total amount of SOOOO

Fig. 4.33: Practical Exercise

Cheek ?@EEE%‘ Promress
A, Multiple choice questions

1. Which of the followmg feature is not used for data. ana1y81s
in spreadsheet?
(b) Consolidating data
(c) Goal Seek
- Ad) Subtotal
(e) Page layout
2. Which of the following office tool is known ‘for data
analysis?
(a) Writer
ofb) Calc
(c) Impress
(d) Draw - ,
3. Which of the following operauons cannot be performed“
‘using LibreOffice Calc?
- (a) Store and mampulate data . ‘
(b) Create graphlcal representat1on of data
(c) Analysis of data :
Jfd) Mail merge
;4. Whatis the extensmn of spreadsheet file in Cale?
() .odb
(b) .odt
(c) .odg
v(d) .ods ;
5 The default functlon whlle usmg Consohdate is
i (a) Avelage '
wAD) Sum ; ‘
©(c)Max 5 | Vi : ‘
(d) Count ‘
6. Group by is used in tool to apply summary
functions on columns, S ‘
~ (a) Consolidate function
(b) Group and Outline
_ (c) What-if scenario
Jd) Subtotal tool

ELECTRONIC SPREADSHEET (ADVANCED) UsING LIBREOFFICE CALC
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7. 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
" 5. Which of the following is an ‘example for absolute cell
referencing?
(a) C5
Ab) $C$5
(c) $C
(d) #C .
5, analysis tool works in reverse order, finding'
input based on the output.
‘(a) Consolidate function
_{b) Goal seek
(c) What-if analysis
(d) Scenario

B. State whether the follpwing statements are True or False

/f 1. Consolidate f'uric‘tion:iskused to corribine information from
. two or more sheets into one. . ey :

1{; 2. Consolidate function cannot be used to view and compare
data h L

f{* 3. Link to source data is checked updates the target sheet if
~ any changes made in the source data.

g 4. Using subtotal in Calc needs to use filter data for sorting.

'_ €5 Subtotal tool can use only one type of summary function
. for all columns. L

9

Only one S(:enario can be created fObe\lC sheet.
What-if analysis tool uses one array of cells.

g Goal seek analysis tool is used while calculating the output
. depepding on the input.

The ‘o’u‘tput‘ of What-if tool is displayed in the same cell

i )

C. Fillin the blanks

1. Consolidate function is used to combine information from
multiple sheets to Sumimal iy the information:

2. Data can be viewed and compared in a single sheet for
identifying trends and relationships using  Cévuoli i:%
function. ~ S ‘

3. Aub-teolal = under Data menu can be used to

- combine information from multiple sheets into one sheet
to compare data, -

AU tool in Calc creates the group
automatically and applies functions on the grouped data.
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5. V@WW &; scenario: is used to explore and compare
various alternatives depending on changing conditions.

6. &W#ﬁ % is a planning tool for what-if questions.

7. What-if analysis tool uses _{40D array of cells,
ains 1nput values and the second uses the
wg “’i ottt

helps in ﬁnding out the input for the specific

D. Answer the following guestions

1. Define the terms
' (a) Consolidate function
(b) What-if analysis
(c) Goal seek
2. Give one point of difference between

(a) Subtotal and What-if
(b) What-if scenario and What-if tool

Give any two advantages of data analysis tools.
.- Name any two tools for data analysis.
What are the criteria for consolidating sheets?

9*.01#-5»

,Whlch tool is used to create an outhne for the selected
data?’ e

Lab Exercise

1. Mr Gurdeep has to take a loan of Rs. 10 lakhs to buy a
house, After assessing his situation, he has realized that
he can pay the loan in 15 years by paymg out an EMI
of 20,000,

(a) Use Goal seek to find out the 1nterest rate at Wh1ch he
_can borrow the loan.
:(b)Use What If Scenarlo to dep1ct payment of foan in 25
years by paying out an EMI of 10,000,
(c) Use Scenario manager to find the best case.

2. Power Motors has 3 branches all over Bhopal. Each
branch maintains monthly sales of different models of
electric scooter and at the end of month mails it to the
State Head. Prepare a consolidated sheet that shows
total and average sales made for each .model of the
electric scooter with respect to the spreadsheet sent
by the branches to the head office. You are required to
identify the column headings for the various branches,
enter data in three different spreadsheets indicating
~different branches and consolidate data to find total

- sales and average sales for each model.
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Step 6. Use fill handle to drag the function for other cells. The Nores
ﬁnal sheet is shown in Flg 5.18.

Fig..5.18: Displaying Number of tiles using Macro as a function

Gheck Vour Preuress
A, Multipleichoice questions

1. Macro Recordmgs can be enabled from the . __option
~ in the menu bar. :
(a) Sheet:
(b) Data
At) Tools
~(d) Window.
- 2. Which of the following is an mvahd Maero Name?
(a) Iformatword
- (b) format word
{c) format*word
w4d) Format_word,
3. ‘Which of ithe followmg L1brar1es contams modules with
prerecorded macros and should not be changed?
- (a) My Macros . ~
_Ab) LibreOfficeMacros
(c) Untitled1
~ (d) Test. .
4. Identify which of the followmg isa programmmg Language?
{a) Calc ‘ ,
Ab) BASIC
- {c) Writer
(d) Macro.
5. The Module can ‘be exeeuted from the IDE by pressmg :

'(a) F3
(b)F4
\Xé) F5 - e | e
{d)Fe o =
5. Which: of the followmg is.the default name of the Macro
o

( )V'Default
)Main
-{c) Macrol
(d) Main Macro

ELECTRONIC SPREADSHEET (ADVANCED) USING LIBREOFFICE CALC
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NortEes B. Fill in the blanks

1 ﬁﬁmé?@ library is automatically loaded when the document
is opened. |
2. 'IDE stands for @fm alz %ﬁﬂwjmm@w%’ gew&@afw o o s

i
Af 5 Jﬂfy Jaﬁsz"l{/g

3. Macro as a function is capable of accepting GAQimnss
and returning a Lo ald f oadaads

4, Macro M dman e:/% allows us to add, delete a module,

5. The code of macro begins: with %f% followed by the
name of the macro and ends with fé&@é - aads

6. By default a macro is saved in the .<lBaAds

Wﬁ%&%*

C. State whetherthe following statements are True or False
%0 1. Macro is a group .of mstrucnons executing a smgle
instruction.
A 2; Once created, Macro can be used any number of times.
3. By default, the Macro recording feature is turned on.
4. Itis not poss1ble to stop recording of a Macro
A 5. Every Macro should be given a umque name
q 6. A macro once created can be edlted later

D. Answer the following questions :
1,. What is a Macro? List any two real life situations where
they can be used. ‘
s 2 L1st the actions that are not recorded by a macro,

3.‘~How is lereOfﬁce Macros L1brary dlfferent from my
_ Macros? . :

4. D1fferent1ate between predefined function in Cale and
Macros as a function ‘

5. List the rules that should be kept in mind while naming
a.macro. :

6. Give any one advantage of macros,
Lab Ei:efcises :

1. 'Record a Macm that performs Bold, Underline on the
Heading in Cell Al. Give macro the name BoldunderlineAl
and save it in a New Module named Basic For matting which
is created i in a New lerary named DocumenHeadingAl.

2. Recorda Macro that creates a bar chart for data stored in
~cells A2 ~ A9 and K2 to K9.

3. Run the macro recorded in (i) and dlsplay a barchart

for the following data showing Minimum and Maximum
temperature from 2010- -2017, '
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Step 3. Enter the location of the database file, or click
Browse to open a file browser and select the
database file.

Step 4. Type a name to use as the registered name for
the database and click OK. The database is
added to the list of registered databases.

Note - The OK button is enabled only when both fields
are filled in.

Clhieck Your Progress
A. Multiple choice questions

1. Insert Sheet dialog can be invoked from
A48) sheet -
~(b)insert
“{c) tools
(d) Windows
2. refers to cell GS of sheet named My Sheet
(a) $My Sheet 'G5’ ‘
- (b) $My Sheet 'G5’
- odd) $ MySheet’.G5
(d) $ ‘MySheet’ G5 - :
3. The path of a file has ____ forward slashes.
(a) four :
uAb) three
. [c)two
- [d)one ‘
4. Whichofthe followmg feature is used to Jump toa d1fferent
spreadsheet from the current spreadsheet m L1bre0fﬁce
Calc?
(a) Macro
b} Hyperlink -
(c) connect
(d) COpy

‘B, Fill in the blanks

1 A relatlve hyperlink stores the locatlon with respect to the
(Ml ™  location,

2. While inserting tables from a webpage %@gﬁ& M :

~ selects the entire HTML document.

3, The extensm;% of L1bre0fﬁce baseis ¢ ﬁﬁuﬁ

SIAAAL 7 are Us d to enclose sheet names as there mxght
be a Space within sheet names

5. The From file optlon of & M Dlalog box allows 'co |
insert sheet from another file,
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NoTes Gheck Your Progress

A. Multiple choice questions

1; Sharing allows to edit the spredshheet by
(a) single user
_Ab) different users simultaneously
{c) one by one users
(d) one after other users
2. Sharing spredsheet feature allows to save the changes in
«-(a) multiple sheets
(b) user’s sheet
(c) in a same sheet
(d)in different sheet
3. The Recording Changes feature of LibreOffice Calc prov1des
different ways to record the changes made by
in the spreadsheet,
(a) one user
{b) other user
(c)-theuser
1{d) one or other users.
4. In Calc, the comments are added
‘(a) automatically
(b) by author
~(c) by reviewer
Ad) all of above

5. The changes by team members in the spreadsheet can be
accepted or rejected by
. (a) the team members
. (b)any of the user
_ \{6) owner '

~ (d)other users -

ey

B. State whethetthe following statements are True or False
{; 1, Spreadsheet cannot be shared to work with more than one
user? ‘ :

,(” 2. Some of the features ‘becomes unavailable when the
~ spreadsheet is in shared mode,

{:* 3. You can record changes in the spleadsheet when . the
' spreadsheet is opened in shared mode.

~ § 4. File menu is used to Record changes for the spreadsheet

@ 5. You canadda note or suggestion in the spreadsheet usmg
: Insert Comment.

f"f 6, Formattmg comment: can be used to change the font
colour of the comment.
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C. Fill in the blanks

1.

The title bar of the document shows @%%Mﬁj
along with the filename for the shared mode of the
spreadsheet.

The shared mode spreadsheet allows A4~ users to
access and edit the spreadsheet at the same time.

. Recording changes automatically” Finkdn %’:{% the shared

mode of'a spreadsheet.

Click “on, Edit menu, Track Changes and then select
h@M@ to record the changes in the spreadsheet.

The border color of the changed cell will be A0d .
g 24~ is used to add notes or suggestions to a cell

m a spreadsheet
. The com '

the ¢ois

D. Answer the following questions

1.
' (a) Sharing Spreadsheet

4.

5

Define the terms

(b) Record changes

. Write the commands to perform

(a) Sharing Spreadsheet
(b) Record changes :
Which menu is used to perfonn the func‘aons

(a) Track Changes

(b) Saving Spreadsheet
What do you understand by rev1ew1ng the changes in the

spreadsheet?

D1fferent1ate between Mergmg and Comparmg Spreadsheet

Lab Exercise

Anushka and Niyaz have been made the class representative.
Anushka has been asked to collect the class assignments for the
various subjects. Create a spreadsheet to store the roll number,
name of the students and subject names. Perform the following
opera‘uons so that N1yaz can access the file:

1.
2.

3.

Enable Track changes

Add comment to show the date on whxch the assignment
has been submltted

Share the document with the class teacher.
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Nores e Out of the candidate keys, one or two are made as
primary keys. The others are the alternate keys.

* An object in a database is a structure or a feature
that is used to store, represent or retrieve data.
The various objects in a database are tables,
forms, reports and queries.

* A form is a feature of a database using which
we can enter data in a table in an easy and user
friendly manner.

* A query is used to retrieve the desired information
from the database.

* The output of a query may be displayed in the
form of reports.

Check Your Prouress
A Multiple choice questions

1. Which of the followmg can be cons1dered as an example :
of a database? . ,
- (a) Dictionary
(b) Telephone dxrectory
() Marks Register
W) Newspaper
2, Which of the followmg is NOT a DBMS?
(a) MS Access ,
~ (b) Open Office Base
- ,XC) MS Excel
(d) MysQL
3. DBMS stands for ‘
(a) Data and Books Management System
Mb) Database Management System
(c) Duplicate Books Management System
‘ (d) Data Management Multi System

4 Which of the following data models sets a relatlon between
the two or more tables?.
\A28) Relational Data Model
(b) Network Data Model
~{c) Hierarchical Data Model
(d) Connection Data Model -

5. ’I‘he detaﬂs associated w1th an ent1ty are called

(a) Table
M’B ) Attributes

(¢) Records

(d) Primary key

Dowmestic Data EntrY OPERATOR — CLass X

2023-24




6.A_____ isrepresented as rows in a table.
(a) field ‘
(b) -attribute
(c) record
{d) candidate key
7. In which of the following forms can a data value be
represented?
{a). Numeric
(b) Character
(c) Alphanumeric
{d) All of the above
8. Which of the following uniquely identifies a row in a table?
Aa) Primary key
(b) Alternate key
{c) Foreign key
(d) Candidate key
9.'A : is a feature of a database using which we can
enter data in a table in an easy and user fr1er1dly manner.
(8) query
(b} . report
lc) form
(d) field -
10. A ‘ is a question asked from a database.
wid) query ~ -
(b) report
(c)- form
(d) ﬁeld

B. State whether the following statements are True or False

? 1. A database cannot be orgamsed
“1'2. Data is the collection of raw facts.
(3. A table can be created wrchout a primary key ‘
@* L Two tables can be related ina network data model.
MS Access is an example of a database.

C. Fillin the blanks

1. The raw facts constitutes "v

; mfm matxon s to be stored in a database
3. Theyoutg;ﬁ of a query may be dlsplayed in the form of

4. The data Values for all the fields related to a person or
object is called a Wﬁ%ﬁ :

5. All the field values that are eligible to be the prlmary key
_are the m eys for that table ’
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D. Answer the following questions

1. Define the terms

(a) Database

(b) Data redundancy

(c) Report ‘
2. Give one point of difference between

(a) Data and Information,

(b} Form and Query,

{c) Network and hierarchical data model
3. Give any four advantages of a DBMS.

4. Consider the table given below and answer the questions
that follow '

- Pride an Prejudlce ;Jane Austen 550 ABC
5004 Amazmg Astronomy E, Shane 1050 ABC
C005  IT and Mankind  MHA waaan 2500 HYM

(a) Name the fields in the given table e ,

(b) Which field should be made the primary key?

(c) Is there any alternate key in the table?

(d) How is primary key dlfferent from forelgn key? Explain
: W1th example.

Dowmestic Dara ENTRY OPERATOR — CLASS X

2023-24




Notes

Un-9 Roate (e - teg/j .

¢ Various in Base can be categorized into Text N,
Numeric, Currency and Date.

o LibreOffice Base is the collection of related data
objects known as Tables, Forms, Queries, Reports
and application modules.

e Depending on the object that is selected, the
respective Task Pane and Object Area displaying
the created object appears on the User Interface
Window.

e A table in LibreOffice Base can be created using a
wizard or using the Design view.

Ananthu wants to create a directory containing data — Serial
No, Name, Mobile Number, Email id, Date of birth of his friends.
Create a table usmg L1bre0fﬁce Base. Make Serial No as 1:>r1mary
key. Enter minimum 5 records in: the table Smt the table in
alphabetical order of name. ‘ ‘

GClieck Your Progress

A. Mult:ple choice questions

L Whlch of the followmg is NOT a type of text data type?
- (a) Memo
- (b) Varchar

{6) Float
(@ Char

T2.A currency data type can only store monetary data that s
in dollars. :
(a) True
False
(¢} Neitheranorb
(d) Botha:and b

3. Which of the followmg data can a date data type store?
(a) Date .
~(b). Time =
- Both date and time
(d) Ne1the1 date nor time

4. Which of the following is true about L1bre0fﬁce Base?
(a) Itis a spreadsheet software
) It is free and open source software
(c) It can store only character data
(d) 1t is a licensed software.
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5. Which of the following methods can be used to create a
table in Base?
(a) Using a table wizard
(b) Design View

wAC) Bothaandb

" (d) Neither anor b

6. Therelated objects of adatabase can be seen in
pane of the Base Database window,
Vﬁa) Database
(b} Task
(c) Title Bar
{d) Menu Bar
7. Which is the shortcut key to open an existing database?
(a) Ctrl+ D
Ab) Ctrl+O
(c) Ctrl+E
(d) Ctrl+F
8. The Design view of Table Creation window in LibreOffice
Base is divided into sections or panes,
82
(b 3
(c) 4
(d) 5

9. While entering records in a table, we can.move to the next

field by pressing the o Key
ué) Tab L
(b) Ctrl
 (¢) Enter

_ (d) Shift

10. Which of the followmg is true about primary key ofa table?
_ (a) Every table must have a primary key
(b) The data values in primary key ﬁeld cannot be

duphcated
- (¢) A primary key ﬁeld cannot be left blank
\fl’) All of the above e

B. State whether the following stfatement‘s’ are True or False

’{1. The text-data can contain‘_speci,al“characters.

. Memo data type can be used to store descriptive data.

. A Boolean data type can have two or more than two values.
. We cannot store audio data in lereOfﬁce Base.

. The properties of a field change according ‘to the data
type selected.

46, Field descrlptxon may or may not be entered while
demgmng a table.

~ § 7. éj is pressed to move to the last record
Aﬁ& N appears when the record i is being edited.

5
o)

w

3
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g 9. A table once created in a database cannot be edited,

g 10. Sort dialog box can  only  help to sort data 'in
ascending order,

C. Fillin the blanks

1. A data type refers to the type of data that will be stored in
that particular field,

2. The “T¢sk” datais a combination of letters, numbers
or special characters,

3, Teatk data type can be used to store Aadhar number.
4 data type used to store digitized images.
5, The shortcut key to save a table is (il 4 §

6. 1o inZ_. ‘on. the Base Interface Window d1sp1ays
1nformat10n about the type of view of the object in the
database. ‘ ,

7.A_k icon appears before the field name mdlcatmg
that it is a pmmary key.

0

VIEW,

. The data can be ente1 ed in a table only in ¢
- The blaCk pomtmg arrow Just before the field name in a

D. Answer, the given questions‘

L. Differentiate between: -
() Memo and Varchar data type
(b} Number and Decimal data type
(c) Design View and Datasheet view of a table -

2. Name the menu 1tems present on the Base User Interface,

3. Label the components — Title-Bar; Database Pane, Tasks
Pane, Status Bar of the lereOfﬁce Base User Interface.

4. How can we define a primary key in a table? _
5. Write “steps to sort the table in descending order of
_primary key.
6. What is the use of navigation box with respect to tables in
a database?’
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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

Bheck Your Progress
A. Multiple choice questions

1. Which of the following actions can be performed once the
tables are created in a database? :
(a) Add a field in a table
(b) Rename  a table
(c) Delete a table
i) All of the above

2. Which of the following is checked bya DBMS?
~(a) Redundancy

. (b) Inconsistency

J¢) Both (a) and (b)
- (d) Neither (a) nor (b) :

3 Which of the following is requned to set a relat1onsh1p
- between the two tables? . :
(a) Both the tables must be i in dlfferent databases

_\_{b) Both the tables must have a common ﬁeld .
() Both the tables must have the same name :
(d) Both tables must be stored in documents folder only

4. Ifarecordis added in a master table, which of the following:
is:NOT true ior transaction table.
(a) The record in the master table is Called the master
~record ‘
“{b) The corresponding record in transactlon table can only
be entered once; '
(c) The record .in the transactlon table is called the
transaction record. ‘
(d) It is possible to add a record in the master table
5. Which type of relationship exists between a student and
the subjects studied by him/her?
{a} One-to-one S
) One-to-many
(c) Many-to-many
(d) All of the above
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6. Consider. the following tables. Which typeof relationship
can be established between the two tables? =
(a)- One-to-one
b) One-to-many
{c) Many-to-many
{d) None of the above

Table 1: Item Table 2: Item Category
;:Item Code - §ﬁ~CaLegory_Code j;?
Item_Name Cat_Name
Price ‘ Item_Code
O e Cat_Disc

Category_Code

7. Which of the following menus contains the Relationship
option?
(a) Edit
~(b) File
«[e) Tools
(d) View -
8. The list:of tables to be added is dxsplayed in the ‘
dialog box in the Relationship Screen .
&) Add Tables .
(b) ‘Add Databases
(c) Both (a) and (b)
(a) Neither (a} nor {b)
9, In the relationship demgn screen, the relationship between

the two tables is done usmg ___ operation.
- (a) Click . '

~(b) Double Click

o) Drag and D‘ropk

(d) Right click : : |
10. Which of the followmg is NOT an Optron that can be used

- to maintain referential integrity in a database?
(a) No Action
(b) Set NULL

(c) Set Default

\Met Value

B State whether the followmg statements are True or False

', f( 1. ‘Redundancy is preferred ina database

o

2. In a table, a record for ‘a particular entity should not
be repeated.

?3 A single field should always have only one data value.

. It a table is edited, the records already entered in it
are deleted.

5. The record _1n master tableshould be entered before the
corresponding record is entered in the transaction table.
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'/{6. In one-to-many relationship, one specific record of the
master table has more than one corresponding records in
the related transaction.table.

‘Q 7. The Relationship option is present in the Widows menu.

§/8 In a database, the referential integrity is maintained by
the user.

/\/ "9. A relationship is always set between the tables based on a

common field.

10. If the master record is deleted, the transaction records will
’%{ always be deleted.

C. Fill in the blanks

1. A table to be edited is displayed in Ped view,

2. The most important prerequisite. for settmg a relationship
between the two tables is that there must be a
Loanpn Lw}% between them. :

3. In e f,«m relationship, one specific ‘record of a
master table has one and only one correspondmg record
in the transaction table.

4, e e snaunge s one of the most- common types of
1elat1onsh1p befveen the tables in a database.
5. A record being entered in a P}immf;mble must always
exist in avnel @A table.
2 MW” 1v
6. The principle of Al)Eelin hel s pre ent missing data,
~ by keeping deleted dat from gettmg out of synch.
7. Creating ﬁgﬁdﬁﬁv\" etween tables restricts the user
_from entering invalid data in the referenced fields.
8. Data integrity is maintained by ‘10 & M9 :
9.A relatxonshlp between customers and products is.an
- example of M relationship. '
10, The 1) W\(ﬁ,@/\? __ window is used to set relationships
: between the tables. e : ‘

D. Answer‘the following questions |

1, Give any two advantages of telatiﬁg a table in a database:

-2, How s redundancy or 1ncon31stency -controlled in a
- database? Explain with an example.

3. Define referential integrity, Who maintains referential
integrity in a database? -

4. Differentiate between one to one relationship and one to
many relationship. Give suitable examples to explain your
answer.

5. Explain many to many relationship with an example.
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‘ Table: Student Details
Student_Id
Name

DOB

Course
Father’s Name
Contact No_student

Contact No_ guardian

Room No

Table: Room Detaﬂq

Room No

Floor (data value can be first, second or third)
Category (data value can be AC / Non- AC)
Student 1d

DOO- - : (Date of occupancy)

Monthly Rent '

Create a query to dlsplay the f o 'ng tabuleu f ‘mat

'Room St M onfhly Ren
Create a query that dlsplays total monthly rent collected for
each category.

Project Work

Use the internet to study the process of working of hostels.

See,: what all tables/fields/ queries should be further added to.

the existing database so that it is able to fully automate the
working of the boys hostel explained in the above exercise.

Thereafter make changes in the database c1eated by you in.

‘LibreOffice Base.

Gheck Your Prog

A Multiple choice questions

1, Whlch of the followmg ds refer to askmg questions from
the database? -
(a) Report
" (b) Table
{€) Query
(d) Database
2. Which of the followmg are the ways to design a query?
(a). Wizard
(b) Design View
(9, SQL &
(8] All of the above
3. Which is a flexible way to create a query?
(a), Wizard
k}ﬁ{ Design View
~ {(c) Both (a) and (b)
©  (d) Neither (a) nor (b)
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Nores 4. Into how many parts is the query design window divided?
(a) One
b) Two
(¢} Three
(d) -Four
5. Which of the following is. NOT true about queries?
(a) It can be created using multiple tables
(b). Multiple queries can be created in a database
{c) A query can run multiple times
Jd) A query once created cannot be edited

6. Which of the following is the shortcut key to run the query?
{a)-F3
(b) F4
e} F5
(d) F6
7. Which of the followmg functlons can -be performed on,
numerical data while designing a query? ‘
(a) Sum
(b) Minimum
(¢) ‘Maximum
Jd) All of the above , :
8. In a Query Deslgn wizard, which of the followmg buttons
s clicked to move a field from ‘Available fields’ list box to
o ‘F1e1ds in the query hst box?
D -
b <o
(©) v
() A
e ‘9 Wh1ch of the followmg relat1onal operators can be applied
to set the crlterlon Whﬂe des1gnmg a quety in LibreOffice
_ Base? ~ :
{a) =
(b) =
(c) I=
M Add Form -
10 Which of the followmg dialog box is present when the
- Query Design wmdow is opened for the first time to design
aquery?’ ,
(a) Add Table:
(b) Add Query
{¢} Add Table or Query
(d) None of the above

11. Which of the following step is not performed if there is no
 numerical data to be worked upon in a query?
(a) Selection of fields
(b) Giving Aliases
«[¢) Summarizing
(d) Selection of tables
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B. State whether the following statements are True or False

1. You can run a query only once
2. A query cannot be created from multiple tables
P @ /The shortcut key to run a query is F5.
4. LibreOffice Base provides us with two ways to create a
query.
5. A query with numerical data cannot be saved.
’f( . By default the query result is not sorted.

A query can be used to display the average value of a
"L numerical field.

- 8. While designing a query, the criterion can be set on only
one field,

fi SjAhas is an alternatlve name for a field in a query.

Ci(ﬁ‘*; In query Design window, the visible check box is selected
ot by default. ‘

B Cl 1) A query once created using a w1zard can only be echted in
the Des1gn v1ew

C. Fill in the blanks o

is a sort of question asked from a database

with field names in. columns
3. A query can be created in e, ways.

4. The Query Des1gn Wmdow is d1v1ded 1nto )%’g"f“f}*’i"‘xi"ﬁ
Sections : - :

5. The shortcut key to run the query is_ |- £ .

6. The condmons to filter the r,ecords are set in the (’A/ ‘
row.

7. When atablels selected1naueryw1zard t',he sorresponding
fields are displayed in the Avatjahle . slddst box,

8. The result of the query can be dlsplayed in o ::/szv or
Adeipe mdigorder of any particular field of Lhe table,

9 At the most é_h%!{'f > search condluons can be given in
the query wizard,

10, The: last step of the Query leard dlsplays the entire.

QWJ‘\A&’&E}W of the query.
11, The £ F __view is a more ﬁex1ble method to:create
aquery. < ‘
12, To edit any query, rlght click on the
query that has to be edited. ,
13. In the A 04 row of the Query Design grid, we can
type the column headmg that will be d1sp1ayed mstead of
field name when we run the query.

~icon of the
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D. Answer the given questions

1.

W~ O U1 D W

O

10.

11.

Define é. query? What is the need of creating a query in a
database? "

. Rearrange the steps given below so as to create a query

using a wizard.

. Give Alias

. Select the fields

. Set-the criterion

. Set the sorting order

. Give table name

. What all information is seen in the overview (last step) of

the Query wizard?

. What is the use of Alias row in the Design grid of the Query

Design window?

Name any four mathematical functions that can be applied
to numerical data in a query. ;

Name the three ways of creating a query in LibreOffice
Base? - , :
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2. Uzair manages a boys hostel in an engmeermg 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__ld

Name

DOB

Course

Father’s Name

Contact No_student

Contact No_ guardian

Room No
o Table: Room Details
Room No
Floor (data value can be first, second or third)
Category (data value can be AC / Non- AC)
Student 1d
DOO (Date of occupancy)
Monthly Rent

Create a quer to d'splay the followmg tabular format

Create a query that dlsplays total monthly rent collected for each

category:

Create a form for data entry of both the tables

Generate a report the displays information retrieved from both'
‘ the queries in a presentable manner, ‘

Check Your Progress

A. Multiple choice questions

- 1. Which of the following toolbars contains the Label tool?
(a) ‘Standard Toolbar
() Forms Controls Toolbar
(c) Records toolbar '
(d) Formatting toolbar

2 The Record toolbar has the buttons to move to the
 (a) first record
(b) second record
(c) last record
all records

3. Which of the following is NOT true about forms?

(a) It is the front end for data entry

Mt can contain only text fields
(c) Graphics can be inserted on the form
(d) It can contain only fixed number of records
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4. Which of the following keys is pressed to select only textbox
on the form?
(a) Alt
{b) Shift
(¢} Citrl
\’(g) Tab
5. 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
6. Which of the followmg objects of LibreOffice Base is used -
to display data retrieved from one or more tables 1n a
presentable manner?
(a) Query
2 (B) Form
() Report
(d) Panel :
7. Which of the followmg values of Date Format property is
~selected to view a calendar on the form? ;
(a) Standard (shmt)
) Standard (long)
\‘?é) Default
(d) Standard (Medium)

8. Wh1ch of the following commands on the Forms Control
~ toolbar is used to toggle between Design View and Form
- view? . . ~
\J(;xr Des1gn Mode
(b) Toggle Mode
(c) View Mode
- (d) Print mode

9 Using which of the following objects in a database, can a
report be generated?
(a) Tables
(b) Quenes o
\J(,@’T Both a and b
(d) Neither anorb

10 Which of the followmg components open along with the
Report Wizard?
(a). Report Builder
(b) Add Fields dialog box
\JeJ Both (a) and (b)
(d) Neither (a) nor (b)

B. State whether the following statements are True or False

1. Report is an object of a database but form is not,
/(@We can choose the Iayout of the form

Dowmestic DATA ENTRY OPERATOR — CLASS X

2023-24




3. We have to add all fields of the table on the form, Nores
~{ (4. There are two ways n which a form can be created.
/( A report is generated in a separate window.

6. Once a control is added on to the form, it cannot be re-
positioned,

yi" 7 The Record toolbar has the button to add a new record.
8. We can create a report only using a table.

9. By default, the records in a report are sorted in descending
order.

@We can group data based on a particular field in a report.
11. A report can have data only in row and column format.,
f(éQjWe can insert both date and time of generation of report.

13. A report once created cannot be edited.

C. Fill in the blanks
1.7A form can be used for f’?/émfﬁf[ and \AJwo /l(ﬂvlﬁ:

2. Each  field control consists of a lé\_i@ﬁj and
Lt[dﬂl ] lmé '

3. A /( abe] is a piece of text that speeiﬁes the data
~ that should be entered in the field value text box.

4. By default the border of the ﬁeld text value is displayed in

o

e C
5 A Z%l ”)ﬁ% is a small p1ece of text that is displayed
when the mouse pomter is placed on a particular:control”

on the form, e
6. Thedefault orlentatlon option forareport is Aémélﬂf ff‘@l«% 2
7. A A0, is the manner in which the labels, field

values,'titles etc. w1ll be displayed in the report..
8. The optlon to msert date and time in the repoxt is present

in L menu. ;
9. A Report leard contains povie __ steps.
' 10 A ype of report changes automatloally as the field

valués in the base table or query change.

D. Answer the following questions k

l, lee one dlfference between a form and a report.
2. What is a field oontrol with respect to forms?

3. Which tool on the Forms Record toolbar is used to insert
-text.on the form?

4, Name the two ways to create a form in LibreOffice Base.

(9

. What is the difference between a static and a dynamic
: report? ,

6. Write the function of Forms Controls toolbar and Records
. toolbar. ~
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()
9. Do not operate machines or equipment until you

have been properly trained and allowed to do so
by your supervisor.

Healbo Sefeli & ceumidq . B2 Y
; |

10. Repair torn wires or broken plugs before using
any electrical equipment.

11. Do not use equipment if it smokes, sparks or
looks unsafe.

12. Cover all food with a lid, plastic wrap or alummmm
foil.

13. Do not smoke in ‘No Smoking’ areas.

14. Report any unsafe condition or acts to your
supervisor. '

Check Your Prooress
A Multxple choxce questxons

1 Workplace safety is essent1a1 in orgamsatlon
~ (a) to avoide the accident and i injury
(b) to increase the productivity _
~ (b) to improve the work envuonment ‘

© y{d) All of the above

2. Which of the followmg is not mandatory to keep the good
- health of an employee? ‘
( a) Cleanliness
b(]af)1 Food court .
~ (c) Clean and fresh air =
~ (d) Clean washroom

3. The securlty department is not responmble for Sy |
- (a) personal safety : !
(b) computer system and equlpment safety
(c) electrical safety .
\w(;e‘()'&i personal belongings

4 The proper security procedures will i mcrease
{a) liabilities :
(b) insurance

o6} business revenue :

(d) operational charges of the company

5. Which kind of hazards can occur in I'I‘ mdustry?
(a) Biological o
(b) Chemical
(c) Physical

&/(dergonomic‘ | ; : : o S
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0. Which of the following can cause hazards while us sing
computers?
v(aY 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
7. Which of the following statements is likely to result in an
injury to the operator? ‘
(a) Selecting the right tool for the job
(b): Wearing safety goggles or glasses
i.{c) Using a tool with loose handles
(d). Keeping cutting tools sharp
8. What are the potential cause of hazards at workplace?
- (a) Poor ventilation
- {b) Poor lighting
(c) Poor housekeeping
&)/‘All of the above

B Fill in the blanks
~.1 Health of .an employee is the state of the physmal
‘ W\&V&&ﬁvg and _ Adia ﬂtj  well bemg

2. The work places must be cleaned in the ’&‘V‘«f@ /@W@m@
before the people start workmg

- 3. A proper zm { QV{C&A{A/@’ iowde clean and cool air atf .
_ the workplace 4 S ,

‘ 4, A fresh food cafetena helps to mamtam the
of the employee v

5. The work enwronment of the orgamsatmn must be

‘,’e&l} = and free from h%(%.ﬁ AL ___and
6, The proper se(éunty procedures will “i;lcrease the
br@ L &V@%’d will reduce theaﬁ o2 iy of the

company;

7 Injuries and illness of the ernployees is prevented through
national pohcy ongQ wuﬁszzﬁ"‘“ Mﬁ f")é e ) ooy (e w*ft?,

k 8.'Phys1cal hazards occurs due to ¢, !«%% ift’ifef !/fi’ﬁ;w%“‘% & m:t;a»u?, hnndand

9, Electrical hazards mostly caused due to commg in dlrect
- contact with, Ltf\ﬁ_{’_ WAALE |, or 1nd1rect contact through
a b ﬁ’ww@bﬁ‘i :

10. Hazards; Whlle ysin computers occurs - due tO“
: &”{%’Me‘fcesswe duratron of sitting in

MaINTAIN HEALTHY, SAFE AND SECURE WORKING ENVIRONMENT
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C. State whether the following statements are True or False

1.. The employer and employees are responsible for workplace
safety.

2. Any injury at work should be reported to the supervisor
immediately.

3. No matter how big or small the injury; the injured person
should receive medical attention,

4. While working with machines and equipment, employees
must follow the safety guidelines set by the company.,

5. Bright light sources behind the display screen can create
contrast problems.

~ ﬁvif 6} Exposure to bright lights and toxic fumes and vapour "
%“ " could damage the mouth and ears. :

7. The use of personal protective clothing and equ1pment can ..
_control the hazards at workplace. ,

- 8. Do not. throw rubbish daily. ~
g/&iﬁyg@j Proper handling of office equipment can result i in injuries.

10. Stress  at Workplace can - cause hazard in  today’s
orgamsatmn ' L

D, Short answer questions

‘ l. 'Brleﬂy explam the concept of health safety and secumty
cat workplace

2, State the most 1mportant reasons for health, safety and
secunty programs in workplace

. List out the various wo1kp1ace safety hazards.

. Listout the potentlal sources of hazardsinan orgamsatmn
. List some of the IT workplace hazards, ‘

. What are the examples of potential hazards?

. Descnbe information technology workplace hazards.

. What are the workplace safety rules? :

‘ . List out dlfferent safety guidelines?

10 Descrlbe type of emergency with example.

0 'od Noobs oW
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Avoid water at all times when working with electricity.

Never touch or try repairing any electrical equipment
or circuits with wet hands. It increases the electrical
conductivity of the body for the flow of electric currents.

Ghach Your Progress

A. Multiple choice ‘questions k

Fig. 1 7. Avoid water whil 1. To provide healthy and safety workmg environment, every
working with electricity ~ organisation must have
- {a) Cleanliness
(b) Filtered water
{c) Clean wash-room
%(d‘) All of the above

2, Air pollutxon is mostly. caused by productlon of th
in the surroundmg a1r

ganisation is not responsible

business revenue .
operational charges of the company

Jo not wear ~when workmg w1th machlnes
w1 jewellery

{b) safety glasses

(¢} masks

(d) gloves

7. Sore lower back is caused due to
~ (a) reaching forward frequently
M no lumbar support
(c) no upper back support from chair
(d) reachmg forward for Iong perlods ‘
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8. What should you do with the problem of dry eyes?
(a)ﬁ Forget to blink
\[b) Rest eyes periodically and do simple eye exercises
(c) Do exercise
(d) Blink the eyes

9. If light is coming directly behind or in front of you then
you may suffer from .
(a) eye strain
(b) sore eyes
(c) dry eyes
eye strain and sore eyes

. Fill'in the blanks

1. Air- and water pollu‘uon can_be analysed by using -
_physical, ¢hwwniral and gi;/{;ﬁ(/i‘?mrd analysis.

2. The PH value of the water can be measured through
C/Q/M analysis.
3. Thew»ﬁgmbgﬁimdmators are used to monitor the health of
the ecosystem.

4. Ergonomlcs is the science concerned with (/3 Q_ﬂﬁ 4 and
- arranging things.

5. Working with wrists extended too much repet1tlon can-

cause (AL Llﬁ"‘&f otaiin

6. The repetition of a seemlngly rf,wf ‘f"’?ﬂ Y@ <.over-a per1od
of time can cause an injury.

7. 1f a cord or wire wﬂl cross a pathway safety it should be"

mark it with ha

8. Loose cords and wires can cause é’ LMLM Nw d
9. Glare and . n the screen should be prevented

10. The keyboar should have a matt surface to avoid
,L.{gy,g glare.

C State whether the fdllowing statemyent's are True or False

Té JThe work env1ronment of the orgamsatlon must be free
from hazards and risk,

@Plactlce a "no- vehicle daym every week ‘to avoid
air pollution, . :

@Applymg ergonomlcs - ‘can  improve performance
and productivity. :

-4, Wear rings, watches and necklaces while working on
the computer.

{j§ Never touch or try repairing any electrical equipment or
circuits with wet hands.

6. Unplug all power sources and cables from computer while
~ working on computer..
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"’{ Z’ﬁ Occupational overuse syndrome, also known as repetition

strain injury,

(gﬁThe work chair must be stable and allow. the user to

M'ﬁ\f B

~.move easily.

@SArtlﬁmal lighting from computer screens can cause
. sleeping problems.

10.

The keyboard and mouse should not be kept at the
same level.

D, Short answer type questions

~N OV UTERTTO N

..-What causes the water pollution?

; What‘ is 'occupaﬁonal overuse syndrome?

."What are musculoskeletal problems?

. What cautions to be taken while working on the computer?
. Why there is no right way to-use a laptop?

.-What causes eye strain and how to avoid it?

. What type of display screen is suitable to work

on computer?

. What type. of keyboard is sultable to work on computer?
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Gheck Your Progress Notes
A, Mulﬁple choice quesfions

1. 'What are - the steps necessary for .operating a fire
extinguisher?
(a) Identify the safety pin of the fire extinguisher which is
generally present in its handle
(b) Break the seal and pull the safety pin from the handle
(c) Use the fire extinguisher by squeezing the lever
3 (d) All of the above

2. Which of the following is an examples of ignition sources
of open flames?
+(a): Gas ovens
{b)Lighters in smoking areas
(c) Welding torches
»_(d) All of the above

3. In fire classification, all liquid, grease, and gas material
comes under __
(a) ‘Class A material

afb} Class B material
{c) Class C material
(d) Class A material

4, In fire clas.31ﬁcat10n material magnesmm potassmm and
- sodium comes under
(a) Class A material
(b} Class B'material
(¢} Class C material
+[d) Class D material

- 5. In fire classification, matenal wood cloth and paper
comes under :
) Class A material
_(b) Class B material
_ [¢) Class C material
(d) Class D materlal

6. In: fire class1ﬁcat10n, electrical matenal and. equipment
- comes under
{a). Class A material
(b) Class B:material
Class C material
- (d) Class D materlal -

7. When do we use a ﬁre extmgmshel?
(a) In case of flood
(b) In case of electmc shock
“J¢J In case of fire :
(d) In case of burn i mjury

8. What is the primary fire emer gency telephone number is?
(a) 011 :

wAb) 101

(o) 108

Cd)1rie
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9. Which of the following contains everything you need to
know about evacuating your facility safely?
(a) ‘Evacuation Diagram
(b) Emergency Action Plan
(c) Employee Directory
\[d) Both (a) and (b)

10. The best course of action to take durmg a medical
emergency is to
(a) Begin first aid immediately
(b) Activate the emergency plan for reporting injuries
(c) Notify the person's family about the situation

a(d] Both {a) and (b)
B. Fill in the blanks

1. Emergency is, a serious or crisis situation ° that
needs iy 1&%ijattentlon and e bidn '

2. Az L1pBlsign will warn people to walk carefullv on

‘ freshly moppe%ﬂ ors.

3. twsleh LP’ML é1g€n§{ca11 prevent accxdents on' 4. staircase
with a s harp bent or warn against:a loose floor tile.

4. The Ceth r,lwz"«j I‘siilould be responmble to handle evacuation
process. :

5 Workplace fires are commonly caused by 12%131 oper storage

- ST ATA a{
6. There should always be an www‘mﬂvg/ He xfp an for

\ 'scheduled electrical maintenance of wor ,
7. the victim is breathing and hasa heartbeat give S8 e w’%
’ “Jw%/%f’ KV "«'«'g g

. "kfor injuries and treat for shock.

8. A fire extmguisher is a fulnds vea) f\ containing an
~ 'agent wh1ch can be dlschafged to extmgmsh a fire.

C. State whether the following statements are True or False

.VT’ [\f The organ1sat1on s policies and guidelines is the best guide
_ to handle emergency.

5. If someone is injured, act as per your impulse or gut
[feeling.

=0 @j Keep water and food items away from electrical equipment.
4, Always switch off the electrical circuits.

5. Always wear protectlve equlpment such as gloves and
shoes;

T GA fire extinguisher is a - protection device' used to
‘extinguish fires.

7..Flammable materials can be placed around an door exit.

- CS*You can determine possible evacuation routes from floor
plan d1agrams posted in your facility.

e
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D. Short answer questions

1. What is a workplace emergency?.

.How do you protect yourself, 'your émployees, and your
business?

. What is an emergency action plan?
. What should your emergency action plan include?
. ' How do you develop an evacuation policy and procedures?
. How do you establish evacuation routes and exits?
. What are the various types of fire extinguisher and their
extinguishing material? ‘ :
8. What are the steps for operatihg afire extinguisher in case
of a fire emergency.
9. Compare the different type of fire extinguisher.
10. List the different class of fire.
11. List out electrical rescue techniques.
12, What is.the first aid {or electrical emergencies?

1\0)

i B o) 6 ) B N OV

MaintAIN HEALTHY, SAFE AND SECURE WORKING ENVIRONMENT

2023-24




