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1. Introduction to Communication 
Definition: Sharing information between individuals or groups for understanding. 

Importance: 

Helps in expressing thoughts clearly. 

Improves relationships and teamwork. 

Essential for career and professional growth. 

 

2. Types of Communication 
 Verbal Communication: 

Oral (Spoken): Face-to-face, phone calls, presentations. 

Written: Letters, emails, reports. 

 

 Non-verbal Communication: 

Body language, gestures, facial expressions, eye contact. 

 

 Visual Communication: 

Charts, diagrams, signs, symbols, infographics. 

 

3. Elements of Communication 
Sender: The person who conveys the message. 

Message: Information being communicated. 

Receiver: The person who receives and interprets the message. 

Feedback: Response of the receiver. 

Channel: Medium used (speech, text, images, etc.). 

 

4. Barriers to Communication 
Language Barriers: Use of difficult or unfamiliar words. 

Emotional Barriers: Fear, anger, sadness affecting clarity. 

Physical Barriers: Noise, poor internet, distractions. 

Cultural Barriers: Different cultural interpretations of words/signs. 

 

5. 7Cs of Effective Communication 
1. Clear: Use simple, understandable language. 

2. Concise: Be brief and to the point. 

3. Concrete: Use specific facts and examples. 

4. Correct: Avoid grammar and spelling mistakes. 

5. Coherent: Maintain a logical flow of ideas. 

6. Complete: Include all necessary details. 

7. Courteous: Be polite and respectful. 



6. Sentence Types h Grammar Rules 
Types of Sentences: 

 

Declarative: States facts (e.g., "I love reading.") 

Interrogative: Asks questions (e.g., "Do you like reading?") 

Exclamatory: Shows emotion (e.g., "Wow! That’s great!") 

Imperative: Gives commands (e.g., "Please sit down.") 

 

Parts of Speech: 

 
Noun: Names (person, place, thing). 

Pronoun: Replaces a noun (he, she, they). 

Verb: Action words (run, eat, write). 

Adjective: Describes a noun (big, happy). 

Adverb: Describes a verb (quickly, very). 

Preposition: Shows position (on, in, under). 

Conjunction: Joins words/sentences (and, but, or). 

Interjection: Shows emotions (Wow! Oh no!). 

 

7. Non-verbal Communication 
Facial Expressions: Smile (happiness), frown (sadness). 

Body Language: Posture, gestures, hand movements. 

Eye Contact: Shows confidence and attention. 

Tone h Voice: Volume, pitch, and speed of speech. 

 

8. Assertive Communication h Public Speaking 
Assertive Communication: 

Express yourself confidently and clearly. 

Listen and respect others' opinions. 

Avoid aggressive or passive behavior. 

 

3Ps of Public Speaking: 

1. Prepare: Research the topic. 

2. Practice: Rehearse before speaking. 

3. Perform: Maintain eye contact, speak confidently. 

 

9. Writing h Presentation Skills 
Capitalization Rules (MINTS Method): 

M – Months (January, February, etc.) 
I – The word "I" always capitalized. 

N – Names of people, places (Ravi, India). 

T – Titles (Dr., Mr., Mrs.). 

S – Start of sentences. 



Punctuation Rules: 
Full stop (.): End of a sentence. 

Comma (,): Pauses and lists. 

Question mark (?): Asking questions. 

Exclamation mark (!): Expressing emotions. 

Paragraph Writing Tips: 
Start with a topic sentence. 

Add supporting details. 

End with a conclusion. 

 

 Top 5 MCQ  
1. What is the main purpose of communication? 

a) To share information 

b) To confuse the listener 

c) To speak loudly 

d) To use difficult words 

Answer: a) To share information 

 

2. Which of the following is NOT a barrier to communication? 

a) Noise 

b) Clear pronunciation 

c) Cultural differences 

d) Emotional stress 

Answer: b) Clear pronunciation 

 

3. What is the full form of the 7 Cs in communication? 

a) Clear, Correct, Creative, Colorful, Confusing, Critical, Cool 

b) Clear, Concise, Concrete, Correct, Coherent, Complete, Courteous 

c) Clear, Concise, Cooperative, Curious, Complex, Connected, Careful 

d) None of the above 

Answer: b) Clear, Concise, Concrete, Correct, Coherent, Complete, 

Courteous 

 

4. Which of the following is an example of non-verbal communication? 

a) Writing a letter 

b) Speaking in a meeting 

c) Nodding your head 

d) Sending an email 

Answer: c) Nodding your head 



5. What is the best way to improve verbal communication skills? 

a) Avoid talking to people 

b) Use complicated words 

c) Practice speaking clearly and confidently 

d) Speak very fast 

Answer: c) Practice speaking clearly and confidently 
 

1. What is communication? Explain its importance. 

Answer: Communication is the process of sharing information, thoughts, and ideas 

between individuals or groups to create understanding. 

Importance of Communication: 

 Helps in expressing thoughts clearly. 

 Essential for personal and professional success. 

 Builds strong relationships. 

 Aids in decision-making and problem-solving. 

 

2. What are the elements of communication? 

Answer: The main elements of communication are: 

1. Sender – The person who sends the message. 

2. Message – The information being conveyed. 

3. Medium – The channel through which the message is sent (verbal, non-verbal, 

visual). 

4. Receiver – The person who receives and interprets the message. 

5. Feedback – The response from the receiver. 

 

3. Define verbal and non-verbal communication with examples. 

Answer: Verbal Communication: Involves spoken or written words. 

Example: Talking on the phone, writing emails, classroom teaching. 

Non-Verbal Communication: Involves body language, gestures, facial expressions, 

and eye contact. 

Example: A smile to express happiness, crossed arms to show disagreement. 

 

4. What are the 7Cs of effective communication? 

Answer: The 7Cs of effective communication ensure clarity and understanding: 

1. Clear – Use simple and understandable language. 

2. Concise – Be brief and to the point. 

3. Concrete – Provide specific facts and examples. 

4. Correct – Use accurate grammar and information. 

5. Coherent – Maintain a logical flow. 

6. Complete – Include all necessary details. 

7. Courteous – Be polite and respectful. 

Top 10 Questions 



5. List and explain any four barriers to communication. 

Answer: 1. Language Barrier – Use of complex or unfamiliar words. 

2. Perception Barrier – Misunderstanding due to personal opinions or biases. 

3. Emotional Barrier – Strong emotions like anger or sadness affecting communication. 

4. Environmental Barrier – Noise or distractions making communication difficult. 

6. What are the three P’s of public speaking? 

Answer: The 3Ps of public speaking are: 

1. Prepare – Research and organize thoughts before speaking. 

2. Practice – Rehearse in front of a mirror or friends. 

3. Perform – Speak confidently and maintain eye contact with the audience. 

 

7. Differentiate between active and passive voice with examples. 

Answer: Active Voice: The subject performs the action. 

Example: She wrote a letter. 

Passive Voice: The subject receives the action. 

Example: A letter was written by her. 

 

8. What is assertive communication? Why is it important? 

Answer: Assertive communication is a communication style where a person 

expresses thoughts, feelings, and needs confidently while respecting others. 

Importance: 

 Builds self-confidence and self-respect. 

 Helps in clear and respectful conversations. 

 Avoids misunderstandings and conflicts. 

 

9. Explain the AEIOU model for saying "No" politely. 

Answer: The AEIOU model helps in refusing requests politely: 

 Ask Questions – Understand the request. 

 Engage Politely – Use respectful words. 

 Include a Reason – Explain why you cannot accept the request. 

 Offer Alternatives – Suggest other options. 

 Use Thankfulness – Show appreciation for understanding. 

Example: 

Situation – A friend asks you to do their homework. 

Response: "I would love to help, but I have my own work to complete. How about I 

explain the topic to you instead?" 

 

10. What are the different types of sentences? Give examples. 

Answer: There are four main types of sentences: 

1. Declarative – States a fact. (Example: I like ice cream.) 

2. Interrogative – Asks a question. (Example: Do you like ice cream?) 

3. Exclamatory – Shows strong emotions. (Example: Wow! This ice cream is 

delicious!) 

4. Imperative – Gives a command. (Example: Please pass me the ice cream.) 



 

 

SELF MANAGEMENT SKILLS 
Self-management skills are essential abilities that empower individuals to regulate 

their thoughts, desires, emotions, and behaviors. These skills play a crucial role in 

optimizing productivity and performance across various career domains. In the 

context of employability, mastering self-management skills is instrumental in 

steering one's career trajectory and navigating challenging situations effectively. 

This article delves into the nuances of stress, explores stress management 

techniques, and provides insights into the art of working independently. 

Following are some of the skills you must master to succeed in life: 

 Self-awareness: Seek candid feedback to gain insights into your personality and 

professional capabilities. Reflect on daily interactions, recognizing areas where you 

excelled and identifying opportunities for improvement. 

 Responsibility: Embrace accountability for your tasks as a crucial step in self- 

development. Whether assigned a task by a teacher or employer, taking 

complete ownership is paramount. If challenges arise, communicate 

proactively, report delays, and take corrective action promptly. 

 Time Management: Efficiently prioritize tasks and eliminate unnecessary 

elements from your workload. Develop and adhere to a well-structured timetable, 

ensuring disciplined adherence to maximize productivity. 

 Adaptability: Stay abreast of industry best practices and continually update your 

knowledge base. Be proactive in preparing for changes, fostering the ability to 

transition seamlessly when faced with new information or evolving circumstances. 

What is Stress? 
Stress encompasses our emotional, mental, physical, and social responses to 

perceived demands or threats, known as stressors. These stressors trigger the stress 

reaction. For instance: 

- Being near exams while feeling inadequately prepared. 

- Coping with the loss of a close family member. 

- Feeling concerned about others' perceptions based on your appearance or 

communication skills. 

Stress Management: 
Effectively handling stress involves creating a strategy to cope with daily pressures, 

aiming for a harmonious balance between life, work, relationships, relaxation, and 

enjoyment. This approach enables the proactive management of daily stressors, 

allowing you to confront challenges successfully. 

Always bear in mind the ABC of stress management: A: 

Adversity, representing the stressful event. 

B: Beliefs, indicating your response to the event. 



C: Consequences, encompassing the actions and outcomes resulting 

from the event. 

Ability to Work Independently: 

The capability to work independently is achieved by fostering a calm and 

composed demeanor, signifying: 

1. Developing self-awareness, self-monitoring, and self-correction. 

2. Understanding the tasks at hand. 

3. Initiating actions without relying solely on instructions. 

4. Acknowledging and rectifying mistakes without assigning blame to others. 

5. Possessing both the ability and the determination to engage in continuous 

learning. 

Management Techniques: 
Effective stress management techniques include: 

1. Time Management: Prioritize tasks to alleviate stress. 

2. Physical Exercise and Fresh Air: Engage in activities like yoga or meditation for 

better blood circulation and relaxation. Outdoor activities provide fresh oxygen, 

enhancing overall well-being. 

3. Healthy Diet: Maintain a balanced diet, incorporating staples like dal, roti, 

vegetables, and fruits for sustained energy and efficiency. 

4. Positivity: Focus on positive aspects rather than dwelling on negatives. Adopting 

a constructive attitude can help overcome challenges, such as improving performance 

after a low test score. 

5. Adequate Sleep: Ensure a minimum of 7 hours of sleep each night to recharge 

both body and mind for optimal functioning. 

6. Holidays with Family and Friends: Break from routine by spending quality time 

with family or friends during vacations, providing a refreshing perspective upon return. 

Emotional Intelligence: 
Emotional intelligence involves recognizing and handling both personal and others' 

emotions effectively. 

1. Emotional Awareness: This skill encompasses the capability to identify and label 

one's own emotions. 

2. Harnessing Emotions: The adeptness to channel and utilize emotions for 

cognitive processes, such as thinking and problem- solving. 

3. Managing Emotions: This facet involves the skill to regulate one's own emotions 

as needed and assist others in achieving emotional regulation. 

Finding Strengths (Abilities): 

1. Reflect on consistent successes. 

2. Consider positive traits others appreciate in you. 

3. Dedicate time to identify your competencies. 

Finding Weaknesses: 

1. Identify challenging areas and tasks. and tasks. 

2. Pay attention to feedback from others. 

3. Embrace feedback openly for self-improvement. 



Interests: 

1. Pleasurable activities in free time. 

2. Curiosity-driven or self-motivated pursuits. 

3. Future learning or desired activities. 

Abilities (Strengths): 

1. Natural or acquired capacities. 

2. Proficiency in performing specific tasks or jobs. 

 

Self-Motivation: 
Internal drive propelling action, fostering goal achievement, happiness, and enhanced 

quality of life. It's the capacity to act independently without external influence. 

Types of Motivation: 

- Internal Motivation: Driven by personal satisfaction, happiness, and well-being, 

such as learning a new skill during an annual function. 

- External Motivation: Fueled by external rewards like respect, recognition, and 

appreciation, as seen when Suresh's prize in a 100m race motivates him to practice 

regularly. 

 

 Top 5 MCQ  

1. What is the best way to start our day positively? 

(a) Think about all that can go wrong. 

(b) Think about the difficult test you will face during the day. 

(c) Think about all your accomplishments so far and feel good about them. 

(d) Think about the traffic on the road and feel stressed. 

Answer: (c) 

 

2. Do you think people living in hill stations can skip taking a bath for many days? 

(a) No, irrespective of the climate, one should take a bath regularly. 

(b) Yes, not taking bath for many days is acceptable for people staying in cold 

climate. 

(c) Yes, if they wipe themselves with a wet cloth, then it is fine. 

(d) None of the above 

Answer: (a) 

 

3. In self–management skills you can improve yourself in various skills like _ 

a. Discipline 

b. Timeliness 

c. Goal-setting 



d. All of the above 

Answer: (d) 

 

4. When you are under __________ for a prolonged period, it can cause health 

problems and mental troubles as well. 

a. Stress 

b. Discipline 

c. Timeliness 

d. Goal – Setting 

Answer: (a) 

 

 Top 10 Questions  

Q1. What do you mean by Self-management? 

Ans. Self-management, also referred to as ‘self-control,’ is the abilityto control 

one’s emotions, thoughts and behavior effectively indifferent situations. 

 

Q2.Give any two examples where a small amount of stress is helpful. of 

stress is helpful. 

Ans. Two examples where a small amount of stress is helpful are: 

1. A fire alarm is intended to cause stress and alert you to avoid danger. 

2. The stress created by a deadline to finish a paper can motivate you tofinish it 

on time. 

 

Q3. Write four signs/symptoms of stress. 

Ans. Four Symptoms of stress management are 

a. Headache 

b. Sleeplessness 

c. Sadness 

d. Excessive worrying 

e. Nervousness 

4. Write four qualities of those people who work independently. 

Ans: 1. Possessing self-awareness, self-monitoring skills, and the ability to self- 

correct. 

2. Taking initiative without needing explicit instructions. 

3. Demonstrating a capacity for continuous learning. 

4. Acknowledging and learning from their own mistakes. 

 

Q5. Differentiate between Interests and Abilities. 

Ans: 



Interests 

 

Things that you like to do in your free 

time that make you happy. 

 

Things you are curious to do even if 

no one asked you to do it. 

Abilities 
 

 

An acquired or natural capacity. 

 

 

Enable you to perform a particular 

task with proficiency. 

 

 
Q6. What do you mean by Goal and Goal Setting? 

Ans. Goals: They are a set of dreams with a deadline to get them, for example, saving 

pocket money to buy a favorite mobile phone by a particular date. Goal setting: It is all 

about finding and listing your goals and then planning on how to achieve them 

 

Q7. Write the Qualities of self–confidence. 

Ans: Qualities of self–confident people – 

a. Self–belief – Always believe in yourself and respect the failures, that 

make you successful in life. 

b. Hard Work – Work hard to achieve the goal, don’t be afraid of failures. 

c. Positive Attitude – A positive attitude means focusing on the goal and 

trying to achieve. 

 

Q8. How to build self–confidence? 

Ans: There are three steps to build self – confidence are as follows – 

a. Step 1: Appreciate achievements 2 accept failures. 

b. Step 2: Make a goal and try to achieve it. 

c. Step 3: Always look on the positive side and be happy. 

 

Q9.What are the factors that decrease self–confidence? 

Ans: Factors Decreasing Self-Confidence: 

1. Task Overwhelm: 

2. Past Mistakes and Demotivation: 

3. Failure Aversion: 

Q10. What are the reasons for the promotion of a Self-Management person? 

Ans: Reasons for Promoting Self-Management: 

(a) Independence Emphasis:- Encourages autonomy, avoiding dependency on 

others. 

(b) Boosting Self-Confidence:- Foster's self-assurance, empowering individuals to 

navigate their own lives. 

(c) Long-Term Sustainability:- Establishes a lasting and sustainable approach to 

managing personal life. 



 

 

The Importance of Acquiring and Building ICT Skills" 
Acquiring and developing ICT skills are essential for effective communication, business 

operations, and maintaining connections with family and friends. Therefore, it is 

crucial for individuals to continually enhance their ICT skills to keep pace with the 

latest software and applications available. 

 

A computer system is comprised of two main components: 

Hardware - These are the physical parts of the computer that can be 

seen and touched, such as the keyboard, monitor, and CPU. 

Software - This refers to the intangible components that enable the 

hardware to function. Examples include 

An Operating System 
SERVES AS AN INTERFACE BETWEEN USERS AND COMPUTERS, DIRECTING 

PROGRAM PROCESSING AND CONTROLLING COMPUTER OPERATIONS. IT 

PERFORMS SEVERAL KEY FUNCTIONS: 

1. Supervising hardware by monitoring each device's status and usage. 

2. Ensuring proper functionality of hardware devices. 

3. Managing software resources. 

4. Regulating memory usage by tracking available and utilized memory for 

each software. 

5. Organizing files and directories within the computer system. 

6. Monitoring disk space utilization for specific files.6. 

7. Enabling file management operations like creation, copying, moving, and 

deletion. 

 

Types of Operating Systems 

The different types of operating systems are as follows: 

Different types of operating systems serve specific purposes: 

 Single-user, single-task OS: Allows only one user to utilize the computer for 

a single task at a time. 

 Single-user, multi-task OS: Found in desktops and laptops, it enables one 

user to run multiple programs simultaneously, such as Windows and Apple 

MacOS. 

 Multi-user OS: Permits multiple users to work on the same computer either 

at different times or concurrently. 

 Real-time OS: Responds to input within specific time constraints, ensuring 

consistent completion times for operations. Examples include Lynx OS and 

Windows CE. 

 Distributed OS: Operates across interconnected computers in a network, 

integrating them into a unified computing and storage environment. Examples 

include Windows, UNIX, and LINUX. 



 Interactive (GUI-based) OS: Features a user-friendly graphical interface 

allowing input through mouse actions like clicking, double-clicking, or right- 

clicking. Windows exemplifies this type of operating system. Understanding 

Desktop Components in Windows: 

 Taskbar: Positioned along the bottom of the screen, the taskbar is a lengthy 

horizontal bar that provides essential functionality. To the left, you'll find the 

Start button, while the Date/Time is located to the right. Additionally, the 

taskbar displays icons representing open programs and several shortcuts. Start 

Button: Situated on the left side of the taskbar, the Start button serves as a 

gateway to the Start menu, offering access to various programs and features 

upon clicking. 

 Recycle Bin: Housing deleted files and folders, the Recycle Bin allows users to 

restore accidentally removed items. It serves as a temporary storage space for items 

before permanent deletion. 

 

CREATING AND MANAGING FILES AND FOLDERS 
Files – Every single thing you keep on your computer is kept as a file. A file 

system is a method for naming, storing, and retrieving files. 

Creating Files: 

1. Right-click on any empty space within the right column. 

2. From the shortcut menu, choose "New" and then select the desired file 

type you wish to create. 

 

Renaming Folders and Files: 

1. Right-click on the file or folder. 

2. Select the "Rename" option from the shortcut menu. 

3. Input the new name or modify the existing one, then press the Enter key. 

4. Alternatively, simply select the file/folder and press the function key F2. 

5. Right-click on any empty space within the right column. 

6. From the shortcut menu, choose "New" and then select the desired file type you 

wish to create. 

Folder: Folders and directories serve as containers for single or multiple files. Within 

each directory or folder, you may find related files and/or subfolders. Sub- folders can 

contain one or more files and additional subfolders, allowing for easy organization and 

accessibility of files. 

 

Creating a Folder: 

1. Double-click the Computer icon. 

2. Select the drive where you wish to create the folder, such as Local Disk D:. 

3. A window will open, displaying the files and folders on Local Disk D:. 

4. Click on "New Folder" in the toolbar. 

5. A new folder named "New Folder" will be created, with the name 

highlighted. 



6. Enter a desired name for the folder. 

 

Renaming Folders and Files: 

1. Right-click on the file or folder. 

2. From the shortcut menu, choose the "Rename" option. 

3. Type the new name or edit the existing one, then press Enter. 

4. Alternatively, select the file/folder and press the Function key F2. 

 

Deleting Files or Folders: 

1. Click on the file or folder. 

2. Press the Delete key. 

3. Alternatively, right-click and select the "Delete" option from the shortcut 

menu. 

 

BASIC SHORTCUTS 

CTRL+ z — undo 

CTRL+ y — redo 

CTRL+ a — select all 

CTRL+ x — cut 

CTRL+ c — copy 

CTRL+ v — paste 

CTRL+ p — print 

CTRL+ s — save. 

 

APPLY BASIC SKILLS FOR CARE AND MAINTENANCE OF COMPUTER 

Computer systems require maintenance in order to function properly. System failure 

may result from poor maintenance. You may be able to keep it in good working order 

by giving it routine care and maintenance. Installing updates, security, creating 

backups, and scanning are all part of routine system maintenance 

Maintaining Computer System: 
1. Ensure the computer is free from dust by regular cleaning. 

2. Avoid consuming food or beverages while using the computer to prevent spills. 

3. Keep hands clean before using the keyboard to maintain its cleanliness. 

4. Handle CDs and DVDs with care to prevent scratches. 

5. Cover the keyboard when not in use to protect it from dust and debris. 

Maintaining Computer Components 
Proper care of computer components is essential for longevity. Implementing 

preventive maintenance measures can significantly extend the lifespan of these 

components. 



General Precautions for Cleaning Computer Components: 

 Always ensure the computer system is powered off before beginning the cleaning 

process. 

 Avoid spraying cleaning fluid directly onto computer components. Instead, apply 

the liquid onto a cloth and then use it to wipe the components. 

 Take care not to allow any cleaning liquid to drip near the circuit board. 

 It's recommended to use an anti-static wristband to prevent the accumulation 

of static electricity near electronic devices. 

 

Cleaning Computer Components: 

 Computer Monitor: To clean the computer monitor, use a soft lint free cloth such 

as cotton, along with water or a specialized cleaning liquid. Avoid spraying water 

or cleaning liquid directly onto the monitor to prevent it from seeping through the 

seams. 

 Keyboard: Dirt and dust can harm the keyboard, potentially causing keys to 

malfunction. Periodically, turn the keyboard upside-down and gently shake it to 

remove dirt and debris. 

 Optical Mouse: Use a clean, lint-free cloth to wipe the bottom of the optical 

mouse. Air or a cotton swab can be used to clean the lens area. 

 Digital Camera: Avoid touching the camera's lens directly. Use a soft lens 

brush or a dry cloth to remove dust from the lens. For stubborn dust, apply 

 CDs and DVDs: Store CDs and DVDs in their proper cases to prevent damage. 

Clean any dirt or fingerprints from CDs and DVDs by lightly rubbing them with 

a clean, lint-free cotton cloth. 

Preparing Maintenance Schedule 
Regular computer system maintenance is crucial for optimal performance and 

longevity. 

Some of the maintenance activities are: 

 Maintain cleanliness of computer components like keyboard, mouse, and 

  Replace malfunctioning hardware promptly. 

 Avoid food near the computer to prevent damage. 

 Organize cables and cords to prevent tangling. 

 Remove unauthorized software from the system. 

 Back up data regularly for safety. 

 Periodically verify backup integrity through restoration checks. 

 Use an external hard drive for data backups. 

 Run antivirus scans routinely and keep software updated. 

 Avoid overcharging device batteries. 

 Ensure vents are clear to prevent overheating. 

 Always shut down the computer properly. 

 

Safeguarding Computer Systems from Viruses: 
A computer virus, an unauthorized program, attaches itself to other programs, to 



other programs, altering their functionality. While some viruses may not cause 

harm, others can inflict damage by corrupting programs or deleting data. VIRUS, 

standing for Vital Information Resource Under Seize, is a term used to describe 

these malicious programs. 

Ways a Computer Can Get Infected with a Virus: 

 Through infected files. 

 Via infected pen drives. 

 From infected CD-ROMs/DVD-ROMs. 

 Through infected file attachments in emails. 

Things a Computer Virus Cannot Do: 

  It cannot infect files on CD or DVD if they are closed for writing. 

 It cannot infect computer hardware such as keyboards, mice, etc. 

Detecting Signs of Computer Virus Infection: 

 Sluggish computer performance. 

 Changes in file sizes. 

 Frequent system freezes or crashes. 

 Unusual increase in the number of files. 

 Unexpected error messages on the screen. 

 Automatic computer restarts. 

Scanning and Cleaning for Viruses, SPAM Files, Temporary Files, and Folders: 

 Install and utilize reliable anti-virus software. 

 Ensure the anti-virus software is regularly updated. 

 Scan all downloaded files from the Internet. 

 Avoid opening emails from unknown senders. 

 Do not permit unauthorized individuals to use your system. 

 Exercise caution with unknown pen drives or CDs. 

 Refrain from clicking on pop-up windows while browsing the Internet. 

Preparing Computer Against Viruses: 

 Maintain active background operation of the anti-virus program. 

 Keep the anti-virus software updated to detect new viruses. 

 Perform full disk scans periodically. 

Removing Temporary Files: 

1. Double-click on the Computer icon located on the desktop. 

2. Open the Computer window. 

3. Right-click on Local Disk C: and select Properties from the Shortcut menu. 

4. The Properties window opens. Click on Disk Cleanup. 

5. The Disk Cleanup for C: window will appear. 

6. Click the Check box next to Temporary Files, Temporary Internet files, etc. that 

you want to delete. 

7. Click OK. 

8. A confirmation message will appear. 

P. Click Delete Files. 

10. Windows will delete all the temporary files on the computer. 



Removing Files from the Temporary Folder 

 Press the Windows button + R on the keyboard. 

 The Run dialog box will appear. 

 Type %temp% and press Enter. 

 The Temp folder will open. Press Ctrl + A to select all the files in the folder. 

 Press the Delete key. 

 A message box will appear. Click Yes to confirm the deletion 

Firewall: 

A computer firewall functions as a network security system, either through software 

or a programmable device, overseeing and controlling incoming and outgoing network 

traffic based on user-defined security parameters. Firewalls enhance the security of 

computers connected to networks such as LANs or the Internet. Generally, a firewall 

establishes a barrier between a trusted internal network and an untrusted external 

network, such as the Internet. It scrutinizes each data packet, assessing whether it 

should be allowed to pass or halted, regardless of whether it is incoming or outgoing 

traffic. 

Cookies: 

When a user visits an internet website, a small file called a cookie is stored on their 

computer. These files are utilized to retain personalized information specific to a 

particular client and website. A cookie is transmitted by a website upon your visit 

and is stored on your computer in a file. Only the website that generated the cookie 

can read it, and this information remains inaccessible to other servers. 

 

Basic Tips for Device Care: 

(i) Keyboard: Clean the keyboard using a soft brush. 

(ii) Screen: Wipe the screen with a soft cloth to remove fingerprints. 

(iii) Handle Devices Carefully: Handle and move your laptop carefully to avoid 

dropping or banging it against hard surfaces. 

(iv) Keep the Computer Cool: Overheating can damage internal parts. Ensure the 

CPU fan is functioning to maintain optimal temperature. 

(v) Avoid Overcharging the Battery: Unplug the device once it reaches full charge 

to prolong battery life. 

(vi) Plug in Devices Carefully: Connect USB drives or headphones gently without 

forcing them into the port. 

(vii) Limit Running Programs: Avoid running too many programs simultaneously to 

prevent computer slowdown or crashes. 

 

Maintenance Schedule: 
(a) Daily Maintenance: 

i. Clean up your email inbox. 

ii. Download email attachments and save them in proper folders. 

(b) Weekly Maintenance: 

i. Clean your keyboard. 

ii. Clean your monitor. 



iii. Dust CPU and printer. 

iv. Backup your data to an external drive. 

(c) Monthly Maintenance: 

i. Transfer photographs to computer and delete from drive. 

ii. Organize photos into folders or albums. 

iii. Clean up 'Download' folder. 

iv. Uninstall unused programs and apps. 

v. Run disk cleaner software. 

vi. Run full system virus scan. 

(d) Yearly/Annual Maintenance: 

i. Clean up contacts list on social media accounts. 

ii. Clean up email contact list. 

iii. Update your operating system. 

iv. Check for expiry of antivirus software and renew. 

 

Backing up your Data: 
Backing up data involves saving information from your computer onto another device 

such as CD/DVD drives. This ensures data recovery in case of computer failure due 

to crashes, human errors, or natural disasters like floods. 

 Scanning and Cleaning Viruses: Install antivirus software to prevent and clean 

viruses from entering your system, safeguarding your data against potential threats. 

Increasing Computer Performance: Regularly clean unnecessary files and data 

such as temporary files and images to free up hard disk space, improving computer 

performance. 

 Removing SPAM from your Computer: Sometimes we get emails from 

companies who are advertising a product or trying to attract you to their website. 

Such mails are called SPAM. We should never respond to SPAM and delete it on a 

regular basis. 

Threats to Computer 
Threats are the ways in which personal information can be leaked from a 

computer without our knowledge. 

(a) Theft: Theft means stealing of information or hardware. These may be 

of three types: 

• Physical: Where a person may steal your desktop computer or laptop. 

• Identity: Where a hacker steals your personal information and assumes your 

identity. Using this false identity, the hacker can gain access to your account 

information or perform illegal activity. 

• Software Piracy: This is stealing of software and includes using or distributing 

unlicensed and unauthorized copies of a computer program or software. 

(b) Virus: Viruses are computer programs that can damage the data and 

software programs or steal the information stored on a computer. 

Major types of viruses are Worms and Trojan Horse. 

Worms: These are viruses that replicate themselves and spread to all 

files once they Information and Communication Technology Skills 81 
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computer. This makes it very difficult to remove them. 

 Trojan Horse: A Trojan Horse disguises itself i.e., it appears to be a useful software 

program but once it reaches a computer it starts behaving like a virus and 

destroying data. 

• Online Predator: Online predators are people who trap you into inappropriate 

relationships. They may be older people posing to be your age, bullying you into doing 

illegal activities online and sometimes face to face. 

• Internet Scams: Sometimes you may receive very attractive offers saying you have 

won huge money in a lottery and that you can claim the prize by depositing a 

certain amount of money. When you deposit the money using credit card or online 

banking, you not only lose the deposit money but your card/account information may 

be misused later. rewrite everything with same points and format 

 

Protecting your Data: 
(a) Use Strong Passwords: Utilize complex passwords that are difficult to guess, 

incorporating a mix of lowercase and uppercase letters, numbers, and special 

characters. This enhances security and prevents unauthorized access to your computer. 

(b) Install Anti-virus and Firewall: Implement anti-virus software and a firewall to 

monitor incoming and outgoing data, preventing viruses from infiltrating your 

computer. Anti-virus programs also detect and eliminate viruses that may have already 

infected your computer. 

(c) Encrypt Data: Encrypt sensitive data stored on your computer, especially 

important for banks and companies storing customer information. Utilize encryption 

features like BitLocker in Windows to encrypt the entire hard disk, requiring a 

decryption password or key to access the data, thereby preventing unauthorized usage. 

(d) Use Secure Sites: Only provide credit card or bank account details on secure 

sites. Look for "https://" and a lock symbol in the browser's address bar to ensure 

the site is secure before entering sensitive information. 

 

 Top 5 MCQ  

1. Which software manages all the devices of a computer and keeps track of the 

status of the device, whether it is busy or not? 

a. operating system 

b. application software 

c. anti-virus software 

d. Microsoft word 

Answer: a. operating system 



2. An ________ manages the computer memory and keeps track of which memory 

space is in use by which program and which space is free. 

a. operating system 

b. application software 

c. anti-virus software 

d. Microsoft word 

Answer: a. operating system 

 

3. 18. GUI stands for __________ 

(a) Graphical User Interface 

(b) Graphical User Interaction 

(c) Graphical User Interactive 

(d) None of the above Answer: 

answer: a. Graphical User Interface 

 

4. Which of the following is not an operating system? 

a. DOS 

b. Windows 

c. Linux 

d. Disk Defragmenter 

Answer: d. Disk Defragmenter 

 

5. Which of the following is not a mobile operating system? 

a. Android 

b. iOS 

c. Windows Phone 

d. Linux 

Answer: d. Linux 

 

 Top 10 Questions  

1. What is ICT? 

Answer : Information and Communication Technology (ICT) is an acronym for 

information and communication technology. ICT helps in the proper sharing, receiving, 

and processing of information, and an ICT device is a device that is used for 

processing, storing, and delivering information to others. Examples of ICT devices 

are – Laptop, Desktop, Tablets and Smartphones. 

 

2. Objectives of Information and communication technology? Advantages and 

disadvantages of ICT. 

Answer : Full form of ICT is Information Information and communication technology. 



The goal of ICT is to bridge the gap between parents, educators, and students by 

encouraging sustainable, cooperative, and transparent communication methods. 

Advantages of ICT 

a. Enhanced the modes of communication 

b. Independent learning platforms Cost – efficient 

c. Enhanced data and information security 

d. Paperless – Eliminate the usage of paper 

e. Better teaching and learning methods 

f. Web – based LMS tools 

Disadvantages of ICT 

a. Traditional books and handwritten methods are at risk. 

b. Managing courses online is difficult 

c. Teachers require experience to handle ICT 

d. Risk of cyber attacks and hacks 

e. Misuse of technology 

 

3. What is BIOS? 

Answer : BIOS stands for Basic Input/ Output System, It helps the computer system 

to identify (Self-test) the paraperaphal devices which are connected to the computer 

system and helps computers to load Operating System properly 

4. What is the purpose of Mouse? 

Answer : The purpose of the mouse is – 

a. Roll Over or Hover – Whenever we bring the mouse over the files, it shows the 

details of the file. 

b. Click or Double Click – Mouse allows you to select, open or delete files 

and folders from the computer system. 

c. Drag and Drop – Click on the file and drag and drop your file where you want. 

 

5. What are files and folders in a computer system? 

Answer : a. File – File is a collection of information different types of files store 

different types of information. Every file has a file name and extension that identifies 

the type of file. 

b. Folder – Folder is a collection of files or a group of files. 

 

6. How to maintain a computer system? 

Answer : Some simple ways to take care of computer system are – 

a. Keeping a Device Clean – Always keep a device clean, such as the 

keyboard, the screen, and the mouse. Handle your gadget with care, 

keep it cool, and don’t overload your battery. 

b. Prepare a Maintenance Schedule – Make a schedule for 

computer maintenance. 

Daily Maintenance 

a. Clean up your email inbox 



b. Save Important attachments and save in folder 

Weekly Maintenance 

a. Clean your Keyboard, monitor, CPU and printer 

b. Backup your data 

Monthly Maintenance 

a. Clean unused photographs 

b. Clean up Download folder 

c. Uninstall unused programs 

d. Run full system virus scan 

e. Run disk – cleaner software 

Yearly / Annual Maintenance 

a. Clean up social media accounts 

b. Clean up e-mail contact list 

c. Update your operating System 

 

7. How to increase Computer performance? 

Answer : We frequently install a large number of applications, which slows down 

the computer. Always attempt to uninstall unnecessary applications, temporary files, 

and antivirus software updates. 

 

8. What is a Security Break? 

Answer : Security break is leakage of information stored in a computer. Your personal 

information can be lost or leaked in two ways – We are not cautious when it comes 

to disclosing personal information via the internet. We share our account information 

and passwords on unsafe websites. A person gets unauthorized access to our 

computer. This can happen at work if we don’t log out before leaving the computer. 

9. How can we protect our data? 

Answer : To protect our data from theft and viruses we can take the following measures 

– 

a. Use Strong password in your account – Make your passwords difficult to guess. 

When creating a new password, attempt to use a combination of Small Character 

Capital Character Special Character Numbers 

b. Install Antivirus and Firewall –Anti-virus software and a firewall protect your data 

from virus and from hackers. 

c. Encrypt your data – Keep your information in an encrypted format to keep it 

safe from unauthorized users. 

d. Open only secure site – Before visiting a website, make sure the address begins with 

https://. A website that begins with https:// is a secure website. 

10. Difference between Hardware and Software? 

Answer : A computer system consists of two main parts – Hardware and Software 

a. Hardware – Hardware is a physical part of a computer system. We can feel and 

touch the hardware devices. example – CPU, Mother Board, Hard Disk, Keyboard, 



Keyboard, Mouse, Printer etc. b. Software – Software related to the programs which 

perform different types of tasks on the computer system. Program is a collection of 

Instructions. It also helps the computer to perform the specific task. Example – Open 

Office Base, Spreadsheet, Presentation etc. 



 

 

1. Introduction to Entrepreneurship 
Who is an Entrepreneur? 

An entrepreneur is a person who: 

✔ Introduces new ideas or improves existing ways of doing business. 

✔ Identifies customer needs and provides solutions. 

✔ Takes risks to earn a profit. 

 

What is Entrepreneurship? 

Entrepreneurship is the process of: 

✔ Developing a business idea. 

✔ Launching and running a business. 

✔ Using innovation to meet customer demands and make a profit. 

 

Types of Business Activities 

 Manufacturing Business: Converts raw materials into finished goods. 

Example: A company producing packaged drinking water. 

  Trading Business: Buys and sells goods without producing them. 

Example: A pharmacy selling medicines from different companies. 

 Service Business: Provides intangible services. 

Example: A salon offering beauty treatments 

 

2. Values of an Entrepreneur 
An entrepreneur must have certain values to be successful: 

1. Confidence 

 Believing in oneself and taking calculated risks. 

 Encourages continuous improvement. 

2. Independence 

 ftaking own decisions without relying on others. 

 Taking responsibility for business success or failure. 

3. Perseverance 

 Never giving up despite challenges. 

 Learning from failures and trying new solutions. 

4. Open-Mindedness 

 Accepting feedback and new ideas. 

 Learning from mistakes and improving. 

 

3. Attitude of an Entrepreneur 
 Attitude refers to one’s approach towards a situation, work, or challenges. 

 An entrepreneur has a different attitude compared to an employee. 



4. Thinking Like an Entrepreneur 
Common Problems Faced by Entrepreneurs 

 Finding customers. 

 Deciding the right price for a product. 

 Advertising and marketing. 

 Managing money. 

 Handling competition. 

 

Problem-Solving Skills of an Entrepreneur 

 Creativity – Coming up with unique and innovative ideas. 

 Innovation – Implementing creative ideas practically. 

 Critical Thinking – Analyzing problems and finding effective solutions. 

Example: Kiran’s Story – She invented a steering system for handcarts to help her 

father move through narrow lanes more easily. 

 

5. Coming Up with a Business Idea 
A business idea should be: 

 Customer-driven – Solves a specific need. 

 Based on the entrepreneur’s interests or skills – Leads to passion and 

motivation. 

 Innovative – Offers something new or better than existing solutions. 

Ways to Generate Business Ideas 

 Location-Based Ideas: Selling a product/service needed in a specific area. 

Example: Pure drinking water supply in a village. 

 Seasonal Ideas: Selling products based on seasonal demands. 

Example: Ice-cream in summer, woolen clothes in winter. 

 Event-Based Ideas: Serving customers at events like weddings, festivals. 

Example: Event management, catering, mehendi artists. 

 Interest-Based Ideas: Turning personal hobbies into business. 

Example: A dancer opening a dance academy. 

 

6. Understanding the Market 
Before starting a business, an entrepreneur must study the market to check if 

their idea will succeed. 

Types of Customer Needs 

1. Served Needs: Already fulfilled (e.g., public buses for transport). 

2. Partially Served Needs: Existing solutions but not fully satisfactory (e.g., 

traditional taxis before Ola/Uber). 

3. Unserved Needs: Customers know about the need, but no business provides a 

solution. (e.g., Solar lamps for villages with no electricity). 

4. Unknown Needs: Customers don’t realize they need it until introduced. (e.g., 

Smartphones with video calling). 



7. Business Planning 
Why is planning important? 

 Helps estimate money required for investment. 

 Ensures the right quantity of materials is used. 

 Sets goals for growth and success. 

 

8. Improving h Growing a Business 
An entrepreneur must keep improving to succeed. 

Ways to Grow a Business 

 Quality Improvement – Offering better products/services (e.g., scented candles). 

 Scaling Up – Expanding to new locations or increasing production. 

 Adding Substitutes – Selling related products (e.g., candle holders along with 

candles). 

Example: Richa’s Candle Business 

Faced losses initially but improved by: 

 Using better quality wax (Quality Improvement). 

 Selling in multiple markets (Scaling Up). 

 Offering decorative candle holders (Adding Substitutes). 

 

 Top 5 MCQ  

1. Who is an entrepreneur? 

A) A person who works under a manager 

B) A person who introduces new business ideas and takes risks 

C) A person who only sells products 

D) A person who follows company rules 

Answer: B) A person who introduces new business ideas and takes risks 

 

2. Which of the following is NOT a type of business activity? 

A) Manufacturing Business 

B) Trading Business 

C) Service Business 

D) Government Business 

Answer: D) Government Business 

 

3. What is the most important quality of an entrepreneur? 

A) Ignoring customer feedback 

B) Giving up when facing a challenge 

C) Confidence and risk-taking 

D) Depending on others for decision-making 

Answer: C) Confidence and risk-taking 



4. What is the primary difference between an entrepreneur and an employee? 

A) Entrepreneurs take risks, employees work for a salary 

B) Employees start businesses, entrepreneurs work for others 

C) Entrepreneurs only follow instructions, employees make decisions 

D) Entrepreneurs do not focus on customer needs 

Answer: A) Entrepreneurs take risks, employees work for a salary 

 

5. Why is market research important for an entrepreneur? 

A) To understand customer needs and competition 

B) To copy other businesses 

C) To ignore customer preferences 

D) To avoid business planning 

Answer: A) To understand customer needs and competition 

 

 Top 10 Questions  
 

 

1. Who is an entrepreneur? 

Answer: 

An entrepreneur is a person who introduces new business ideas, takes risks, and 

provides solutions to customer problems to earn a profit. They use innovation and 

creativity to improve business processes. 

 

2. What are the three types of business activities? Explain with examples. 

Answer: 

The three types of business activities are: 

1. Manufacturing Business – Produces goods from raw materials. 

Example: A factory making packaged drinking water. 

2. Trading Business – Buys and sells finished goods without making them. 

Example: A grocery store selling products from various brands. 

3. Service Business – Provides intangible services instead of products. 

Example: A mobile repair shop or a hair salon. 

 

3. What are the important qualities of a successful entrepreneur? 

Answer: 

A successful entrepreneur must have: 

1. Confidence – Believing in oneself and taking risks. 

2. Independence – Making business decisions without relying on others. 

3. Perseverance – Not giving up despite challenges and failures. 

4. Open-mindedness – Accepting new ideas and learning from feedback 



Entrepreneur 

Takes risks and makes independent 

decisions. 

 

Responsible for business success or Failure. 

 

Focuses on innovation and problem - 

solving. 

Employee 

Works under a manager and follows 

instructions. 

Earns a fixed salary regardless of 

business profit/loss. 

Complete assigned tasks without making 

major business changes. 

4. What is the difference between an entrepreneur and an employee? 

Answer: 

5. Why is market research important for an entrepreneur? 

Answer: 

Market research helps an entrepreneur: 

✔ Understand customer needs – What products/services customers want. 

✔ Identify competitors – Who else is selling similar products. 

✔ Decide pricing – What price customers are willing to pay. 

✔ Plan marketing strategies – How to attract more customers. 

 

6. What are the different types of customer needs? 

Answer: 

1. Served Needs – Already met by businesses (e.g., public transport). 

2. Partially Served Needs – Available but with problems (e.g., expensive taxis 

before Ola/Uber). 

3. Unserved Needs – No solutions exist (e.g., solar lamps for villages without 

electricity). 

4. Unknown Needs – Customers don’t realize they need them (e.g., video calls 

before smartphones). 

 

7. What are the key steps in business planning? 

Answer: 

✔ Decide the product or service – What to sell. 

✔ Identify the target customers – Who will buy it. 

✔ Estimate costs – How much money is needed to start. 

✔ Plan pricing and profit – How much to charge and earn. 

✔ Marketing strategy – How to promote the business. 

 

8. What are the different ways to generate a business idea? 

Answer: 

1. Location-Based Ideas – Based on local needs (e.g., water supply in a dry area). 

2. Seasonal Ideas – Selling products needed in specific seasons (e.g., ice cream in 

summer). 

3. Event-Based Ideas – Business around events (e.g., wedding photography). 



4. Interest-Based Ideas – Turning hobbies into business (e.g., a dancer starting a 

dance academy). 

9. What is a Unique Selling Proposition (USP)? 

Answer: 

A Unique Selling Proposition (USP) is the main reason why customers choose a 

product over competitors. It highlights what makes a product special, such as: 

✔ Better quality (e.g., handmade chocolates vs. regular chocolates). 

✔ Lower price (e.g., budget airlines vs. full-service airlines). 

✔ Special features (e.g., waterproof smartwatches). 

 

10. How can an entrepreneur grow their business? 

Answer: 

1. Improve Quality – Offer better products or services. (Example: Making organic 

soaps instead of regular soaps.) 

2. Expand to More Customers – Open new shops or sell online. (Example: Selling 

handmade bags on Amazon.) 

3. Offer Related Products – Sell similar products to attract more buyers. (Example: 

A candle shop also selling decorative candle stands.) 



 

 

 

 

 

 

 

 Definition: Development that meets present needs without compromising the 

ability of future generations to meet their own needs. 

 Key Aspects: 

 Economic Growth: Advancement in wealth and resources. 

 Environmental Protection: Preserving natural ecosystems. 

  Social Well-being: Ensuring quality of life and equitable opportunities. 

 

2. Importance of Sustainable Development 
 Resource Conservation: Prevents depletion of natural resources. 

 Environmental Protection: Reduces pollution and environmental degradation. 

 Intergenerational Equity: Ensures resources are available for future generations. 

 

3. Challenges to Sustainable Development 
 Food Security: Declining fertile land and soil degradation due to overuse of 

chemical fertilizers. 

 Water Scarcity: Pollution of freshwater sources leading to reduced availability 

of clean water. 

 Energy Crisis: Over-reliance on non-renewable energy sources causing 

environmental harm. 

 

4. Strategies for Promoting Sustainable Development 
 Resource Efficiency: Reducing excessive use of resources and enhancing 

conservation. 

 Waste Management: Promoting recycling and reuse of materials. 

 Renewable Energy Adoption: Utilizing solar, wind, and other renewable energy 

sources. 

 Afforestation: Planting more trees to restore ecological balance. 

 Sustainable Agriculture: Practicing organic farming to maintain soil health. 

 

5. Sustainable Development Goals (SDGs) 
 Overview: A set of 17 global goals established by the United Nations in 2015, 

aiming to address pressing environmental, political, and economic challenges. 

 Key Goals Include: 

 No Poverty: Eradicating poverty in all its forms. 

 Zero Hunger: Achieving food security and improved nutrition. 

 Good Health and Well-being: Ensuring healthy lives for all. 

 

 

Session 1: Sustainable Development 

 
1. Introduction to Sustainable Development 



 Quality Education: Providing inclusive and equitable education. 

 Clean Water and Sanitation: Ensuring availability of sustainable water and 

sanitation. 

 Affordable and Clean Energy: Access to reliable and modern energy. 

 Climate Action: Taking urgent action to combat climate change. 

  Life Below Water: Conserving oceans and marine resources. 

  Life on Land: Protecting terrestrial ecosystems and biodiversity. 

Session 2: Our Role in Sustainable Development 

1. Why Should We Care? 
Increasing Population = Increasing Demand for food, water, and energy. 

Overconsumption is depleting natural resources. 

Pollution and deforestation are causing global warming and extreme climate changes. 

Future generations will suffer if we don’t take action now. 

 

 

2. Environmental Issues Caused by Humans 
  Air Pollution – Smoke from industries, vehicles, and burning fossil fuels. 

  Water Pollution – Dumping garbage and untreated sewage into rivers and oceans. 

 Deforestation – Cutting down trees for urbanization, leading to soil erosion and 

climate change. 

  Plastic Waste – Tons of plastic waste end up in the ocean, harming marine life. 

 

How Can we Contribute 
1. Individual Contributions 

 Quality Education: Pursue continuous learning and support educational 

initiatives. 

 Clean Water and Sanitation: Practice water conservation and promote hygiene. 

 Affordable and Clean Energy: Adopt energy-efficient appliances and support 

renewable energy projects. 

 Decent Work and Economic Growth: Develop skills for employment and support 

sustainable economic policies. 

 Reduced Inequalities: Advocate for social justice and inclusivity. 

 Sustainable Cities and Communities: Participate in community planning and 

support eco-friendly infrastructure. 

 Responsible Consumption and Production: Opt for sustainable products and 

reduce waste. 

 Climate Action: Reduce carbon footprint through lifestyle choices. 

 Life Below Water and on Land: Engage in activities that protect natural 

habitats and biodiversity. 

 

2. Community and National Initiatives 

 Eco-Friendly Alternatives: Promoting the use of biodegradable materials to 

reduce plastic pollution. 
 



 Sustainable Energy Projects: Developing large-scale solar power plants to 

decrease reliance on fossil fuels. 

 Waste Management Programs: Implementing recycling and composting 

systems to manage waste effectively. 

 Awareness Campaigns: Educating the public on sustainable practices and 

environmental conservation. 

Examples of Sustainable Initiatives in India 

Gujarat Solar Park (Charanka) – One of the world’s largest solar power plants, 

reducing dependence on fossil fuels. 

Clay Kulhads in Indian Railways – Replacing plastic cups with biodegradable clay 

cups. 

Biodegradable Plastic Bags – Invented by an Indian entrepreneur, dissolve in hot 

water and decompose naturally. 

Edible Cutlery – Replaces plastic spoons and forks, reducing plastic waste. 

 

 Top 5 MCQ  
1. What is the primary goal of Green Skills? 

a) Increasing the use of fossil fuels 

b) Promoting environmental sustainability and economic growth 

c) Expanding industrial waste production 

d) Reducing employment in eco-friendly sectors 

Answer: b) Promoting environmental sustainability and economic growth 

 

2. Which of the following is NOT an example of a renewable energy source? 

a) Wind energy 

b) Solar energy 

c) Coal energy 

d) Hydropower 

Answer: c) Coal energy 

 
3. How can industries adopt eco-friendly practices? 

a) Using energy-efficient machinery 

b) Increasing single-use plastic production 

c) Dumping industrial waste in water bodies 

d) Encouraging deforestation 

Answer: a) Using energy-efficient machinery 

4. What is the role of the 3Rs in sustainability? 

a) Reuse, Repair, and Restore 

b) Reduce, Reuse, and Recycle 

c) Reform, Rebuild, and Reuse 

d) Redesign, Replace, and Renew 



5. Which of the following best describes a ‘carbon footprint’? 

a) The amount of carbon dioxide absorbed by plants 

b) The total greenhouse gases emitted by human activities 

c) The process of converting carbon into fuel 

d) The amount of oxygen produced by trees 

Answer: b) The total greenhouse gases emitted by human activities 

 

 Top 10 Questions  
 

 

1. What do you understand by Green Skills? 

Answer: Green Skills refer to the knowledge, abilities, values, and attitudes required 

to support a sustainable and resource-efficient society. These skills help individuals 

contribute to environmental conservation and climate-friendly industries. 

 

2. How do Green Skills contribute to sustainable development? 

Answer: Green Skills help industries and individuals adopt environmentally friendly 

practices, reduce pollution, conserve natural resources, and create eco-friendly jobs 

that support long-term economic growth. 

 

3. What is the difference between renewable and non-renewable resources? 

Answer: Renewable resources are naturally replenished (e.g., solar energy, wind 

power, hydropower). 

Non-renewable resources are finite and take millions of years to form (e.g., coal, 

petroleum, natural gas). 

 

 

4. List three ways to conserve energy at home. 

Answer: 1. Switching off electrical appliances when not in use. 

2. Using energy-efficient LED bulbs instead of incandescent lights. 

3. Reducing excessive use of heating and cooling systems. 

5. How does pollution affect biodiversity? 

Answer: Pollution leads to habitat destruction, water contamination, and air pollution, 

which threaten wildlife, reduce species populations, and cause ecological imbalances. 

 

6. What is ‘climate change’ and how does it affect the planet? 

Answer: Climate change refers to long-term shifts in global temperatures and weather 

patterns due to human activities such as burning fossil fuels. It leads to extreme 

weather conditions, rising sea levels, and loss of biodiversity. 



8. What are some eco-friendly alternatives to plastic bags? 

Answer: Cloth bags 

Jute bags 

Paper bags 

Biodegradable bags 

 

 

9. Define ‘sustainable transportation’ and give examples. 

Answer: Sustainable transportation includes eco-friendly modes of travel that 

reduce pollution and fuel consumption. Examples: 

 Cycling and walking 

 Electric vehicles 

 Public transport like buses and trains 

 Carpooling 

 

 

10. How can businesses contribute to environmental sustainability? 

Answer: Businesses can adopt green practices such as: 

Using renewable energy sources 

Reducing industrial waste 

Implementing recycling programs 

Encouraging employees to follow sustainable practices 



 

 

 

Introduction to LibreOffice Writer 

 LibreOffice Writer is a word processing software used for creating, editing, and 

formatting documents. 

 It allows manual formatting and style-based formatting for professional 

documents. 

 Features include inserting images, tables, templates, and tracking changes. 

 

Chapter 1: Introduction to Styles 

WHAT ARE STYLES? 

 Styles are pre-defined formatting rules applied to documents for consistency. 

 Instead of formatting manually, styles help apply uniform formatting across 

paragraphs, pages, and tables. 

 Benefits: Saves time, ensures consistency, easy modification. 

Types of Styles in Writer: 

✅ Page Style – Defines page layout, margins, headers, footers. 

✅ Paragraph Style – Controls text alignment, spacing, indentation. 

✅ Character Style – Applies font, color, size, bold, italic to selected text. 

✅ Frame Style – Formats text boxes, images, and captions. 

✅ List Style – Styles numbered/bulleted lists. 

✅ Table Style – Applies formatting to tables like borders, background, text 

alignment. 

 

Applying Styles in LibreOffice Writer 

✔ Method 1: From the Styles menu (Menu Bar > Styles) 

✔ Method 2: Using the Styles Sidebar (Shortcut Key: F11) 

✔ Method 3: Selecting from the Formatting Toolbar 

 
Working with Images in Writer 

📌 LibreOffice Writer allows inserting and modifying images. 

📌 To insert an image: Go to Insert > Image > Select file. 

📌 Image Editing Features: 

✅ Resize and crop images. 

✅ Apply filters, transparency, and borders. 

✅ Wrap text around images. 

 
Creating a Table of Contents 

 Table of Contents (ToC) helps organize a document systematically. 

 Steps to create ToC: 

  Use Heading Styles (Heading 1, Heading 2, etc.) 

  Click Insert > Table of Contents and Index > Table of Contents 

  Customize settings (entries, formatting, page numbers). 



Track Changes Feature 

 Used for editing collaboration and tracking modifications in documents. 

 How to enable? 

 🔹 Go to Edit > Track Changes > Record 

 🔹 To view edits: Edit > Track Changes > Show 

 🔹 Useful for reviewing and approving edits before finalizing. 

 

Fill Format in LibreOffice Writer 

✔ Fill Format is used to apply a style to different words/paragraphs across the 

document. 

✔ Helps apply consistent styling quickly. 

✔ Shortcut: Second icon from the right in the Style menu. 

Steps to Use Fill Format: 

 Open the document. 

 Open the Styles window and select a style. 

 Click on the Fill Format button. 

 Click on each word/paragraph where the style needs to be applied. 

 Press Esc to exit Fill Format mode. 

 

Creating and Updating a New Style 

📌 Custom styles can be created if existing styles do not match requirements. 

Method 1: From Selection 

 Select text and apply formatting. 

 Open the Style Menu and choose the category (Paragraph, Character, Page, 

etc.). 

 Click Style Action Button > New Style from Selection. 

 Enter the style name and click OK. 

Method 2: Drag and Drop Method 

 Select and format the text. 

 Open the Styles Menu and choose a category. 

 Drag the text to the Style Menu to save it as a new style. 

Updating an Existing Style 

 Select the text and modify formatting. 

 Open the Style Menu and click Update Selected Style. 

 Changes apply to all text using that style. 

 

Load Styles from a Template or Document 

✔ Load Styles helps copy all styles from a predefined template or another 

document into the current document. 

✔ Saves time and ensures consistency in formatting. 

Steps to Load Styles: 

 Open the Styles Menu and click Load Styles. 

 Select the style category (Text, Frame, Pages, Numbering, etc.). 



 Choose the Template or click From File to copy from an existing document. 

 Click OK to apply the styles. 

 

Applying Styles in Writer 

✔ Writer applies a default style to every new document. 

✔ Users can modify styles manually or apply predefined styles. 

Ways to Apply Styles: 

🔹 Sidebar Menu – Click on Styles icon → Choose a style. 

🔹 Style Dropdown List – Available in the Formatting Toolbar. 

🔹 Shortcut Key – Press F11 to access the Styles window. 

Chapter 2: Working with Images 

Importance of Images in a Document 

✔ Pictures make a document more attractive and easier to understand. 

✔ A picture can be a drawing, chart, photo, logo, or graph. 

✔ Common image file formats: GIF, JPG, JPEG, PNG, BMP. 

 

Methods to Insert an Image 

📌 (i) Using Insert Image Option 

 Place the cursor where you want to insert the image. 

 Click Insert > Image from the menu bar. 

 Select the image file and click Open to insert it. 

📌 (ii) Using Drag and Drop 

 Open the file browser (Win + E). 

 Drag the image file and drop it in the document. 

📌 (iii) Using Copy and Paste 

 Copy the image (Ctrl + C) from another document. 

 Paste it (Ctrl + V) into the desired location. 

📌 (iv) Inserting Image by Linking 

✔ Stores only the reference of the image instead of embedding it. 

✔ Reduces the document size. 

✔ Shortcut: Drag 2 Drop while holding Ctrl + Shift. 

 

Modifying an Image 

📌 Image Toolbar Functions 

✔ Crop – Cuts off unwanted parts. 

✔ Flip (Horizontal/Vertical) – Mirrors the image. 

✔ Rotate (P0° Left/Right) – Rotates the image. 

✔ Transparency – Makes the image lighter. 

✔ Color Adjustments – Change brightness, contrast, and gamma. 

📌 Steps to Crop an Image: 

 Select the image. 

 Click on the Crop Tool in the Image Toolbar. 



 Drag the handles to remove unwanted parts. 

 Click outside the image to finalize cropping. 

📌 Steps to Resize an Image: 

 Click on the image to see eight sizing handles. 

 Drag corner handles to resize proportionally. 

 Drag side handles to resize horizontally or vertically. 

📌 Steps to Rotate an Image: 

 Select the image. 

 Click the Rotate Tool in the Image Toolbar. 

 Drag the corner handles to rotate. 

 

Drawing Objects in LibreOffice Writer 

✔ Drawing Toolbar provides shapes, flowcharts, lines, and callouts. 

✔ To enable it: View > Toolbars > Drawing. 

✔ Steps to Draw a Shape: 

 Select a shape from the Drawing Toolbar. 

 Click and drag to draw the shape. 

 Resize or move it as needed. 

 

Setting or Changing Properties of Drawing Objects 

✔ Drawing Object Properties Toolbar allows modifying object properties like color, 

line width, and style. 

✔ Properties can be set before or after drawing the object. 

Steps to Change Properties: 

 Select the object from Drawing Toolbar. 

 Click on the Drawing Object Properties Toolbar. 

 Modify the desired property (Fill Color, Line Style, etc.). 

 Apply the changes before or after drawing. 

 

Resizing h Grouping Objects 

✔ Objects can be resized by dragging the handles at the edges/corners. 

✔ Holding Shift key while resizing maintains the original proportions. 

✔ Grouping combines multiple shapes into a single entity for easier movement 

and editing. 

Steps to Group Objects: 

 Select multiple objects while holding Shift key. 

 Click on Group Tool from the Drawing Object Properties Toolbar. 

 Objects behave as a single unit. 

 

Positioning Image in Text 

✔ Arrangement, Anchoring, Alignment, and Text Wrapping control the position of 

an image in the document. 

🔹 Arrangement – Determines the position of an image relative to text 2 other 

images (Bring to Front, Send to Back). 



🔹 Anchoring – Fixes the image to Page, Paragraph, Character, or Frame. 

🔹 Alignment – Adjusts vertical and horizontal placement. 

🔹 Text Wrapping – Defines how text flows around an image. 

Common Text Wrapping Options: 

✔ Wrap Off – Text appears above and below the image. 

✔ Page Wrap – Text flows around the image. 

✔ Wrap Left/Right – Text appears only on one side. 

✔ Wrap Through – Image is superimposed on text. 
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Hierarchy of Headings in LibreOffice Writer 

✔ LibreOffice Writer supports 10 levels of headings (H1 to H10). 

✔ Helps in organizing the document and creating a Table of Contents (ToC). 

 

Steps to Apply Headings 

 Open LibreOffice Writer and type Heading 1 to Heading 10. 

 Click on Styles (right sidebar) → Paragraph Styles → Headings. 

 Select each heading text and apply the corresponding Heading Style. 

 Repeat the process for all headings. 

 The applied hierarchy will be reflected in ToC. 

 

Table of Contents (ToC) 

✔ A list of topics 2 page numbers, found at the beginning of books/documents. 

✔ Created automatically from Headings (H1, H2, H3, etc.) in the document. 

✔ Entries in ToC are hyperlinked for easy navigation. 

 

Steps to Create a Table of Contents 

 Apply Heading Styles to document headings (H1 to H10). 

 Place the cursor where you want the ToC. 

 Click Insert > Table of Contents and Index > Table of Contents. 

 In the dialog box, set the Title (e.g., "Contents"). 

 Click OK to insert the ToC. 

 

Customizing the Table of Contents 

✔ Right-click on ToC → Select Edit Index. 

✔ Tabs Available: 

 Type Tab: Choose entire document or specific sections. 

 Entries Tab: Customize text styles for headings. 

 Styles Tab: Apply custom paragraph styles. 

 Columns Tab: Change column layout. 

 Background Tab: Add color/image as background. 



Updating the Table of Contents 

✔ If changes are made to the document, ToC must be updated manually. 

✔ Right-click on ToC → Select Update Index to refresh. 

 

Deleting the Table of Contents 

✔ Right-click on ToC → Select Delete Index. 

 

Using Templates in LibreOffice Writer 

✔ A template is a predefined layout that helps in creating professional documents. 

✔ Templates include text formatting, styles, page numbers, headers, and footers. 

✔ New documents created from templates have consistent formatting. 

 

Using Online Templates 

 Open LibreOffice Writer → File > Templates > Manage Templates. 

 Click Browse Online Templates (bottom left corner). 

 The official LibreOffice templates website opens. 

 Select a template (e.g., Calendar Creator) and download it. 

 Open Writer → File > Templates > Open Template → Select downloaded 

template. 

 Make changes and save as a new document. 

 

Importing a Template 

✔ Importing allows adding a downloaded template to the Templates Library. 

📌 Steps to Import a Template 

 Open Templates Dialog Box → Click Import Templates. 

 Select a category or create a new one. 

 Browse for the downloaded template file and click Open. 

 The template appears in the Templates Library. 

 

Editing and Managing Templates 

✔ Templates can be edited, set as default, moved, or exported. 

 

📌 Editing a Template 

 Open Templates Dialog Box → Right-click on template → Edit. 

 Make the necessary changes. 

 Save the template for future use. 

 

📌 Setting a Custom Default Template 

 Open Templates Dialog Box → Right-click the template. 

 Select Set as Default → The default icon appears on the template. 

📌 Moving a Template to Another Category 

 Open Templates Dialog Box → Select template → Click Move. 

 Choose a new category → Click OK. 



Exporting a Template 

 Open Templates Dialog Box → Select template → Click Export. 

 Choose the folder where the template will be saved. 

 Click OK to confirm. 

 

Applying Templates to a Blank Document 

 Open a new document in Writer → File > New > Templates. 

 Select the desired template → Click Open. 

 Copy content using Ctrl+A (Select All) > Ctrl+C (Copy). 

 Paste into a blank document using Ctrl+V (Paste). 

 Edit the content and save the file. 

 

Track Changes in LibreOffice Writer 

✔ Track Changes is used for commenting, reviewing, and editing by multiple users. 

✔ Changes made are highlighted and can be accepted or rejected. 

 

Enabling Track Changes 

 Open document → Edit > Track Changes > Record. 

 Any changes made will be marked in different colors. 

 Deleted text appears as strikethrough. 

 

Accepting or Rejecting Changes 

✔ The original author can approve or discard modifications. 

Steps: 

 Click on the change → Click Accept or Reject. 

 To accept/reject all changes, click Accept All / Reject All. 

 

Adding h Deleting Comments 

✔ Adding Comments: Click Insert Comment → Type your note. 

✔ Deleting Comments: Click on the comment box arrow → Select Delete. 

Comparing Documents 

✔ Writer allows comparing two versions of a document. 

Steps: 

 Open edited document → Edit > Track Changes > Compare Documents. 

 Select original file to compare. 

 A dialog box appears showing differences. 

 Accept or reject the changes and save the final document. 



🔹 Anchoring – Fixes the image to Page, Paragraph, Character, or Frame. 

🔹 Alignment – Adjusts vertical and horizontal placement. 

🔹 Text Wrapping – Defines how text flows around an image. 

Common Text Wrapping Options: 

✔ Wrap Off – Text appears above and below the image. 

✔ Page Wrap – Text flows around the image. 

✔ Wrap Left/Right – Text appears only on one side. 

✔ Wrap Through – Image is superimposed on text. 
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Table of Contents (ToC) 

✔ A list of topics 2 page numbers, found at the beginning of books/documents. 

✔ Created automatically from Headings (H1, H2, H3, etc.) in the document. 

✔ Entries in ToC are hyperlinked for easy navigation. 

 

Steps to Create a Table of Contents 

 Apply Heading Styles to document headings (H1 to H10). 

 Place the cursor where you want the ToC. 

 Click Insert > Table of Contents and Index > Table of Contents. 

 In the dialog box, set the Title (e.g., "Contents"). 

 Click OK to insert the ToC. 

 

Customizing the Table of Contents 

✔ Right-click on ToC → Edit Index 

✔ Modify font, color, background, number of columns, etc. 

✔ Apply a background color or image for styling. 

 

Updating the Table of Contents 

✔ If changes are made to the document, ToC must be updated manually. 

✔ Right-click on ToC → Select Update Index to refresh. 

Deleting the Table of Contents 

✔ Right-click on ToC → Select Delete Index. 

📌 Using Templates in Writer 

✔ A template is a preset layout for creating documents easily. 

✔ Templates save time 2 effort when formatting multiple documents. 

✔ Example: Resume templates, Project Report templates, etc. 

 

Steps to Create a Template: 

 Open a new document in LibreOffice Writer. 

 Format text, add images, headers, footers, etc. 

 Click File > Templates > Save As Template. 

 Give a name 2 save the template. 



Steps to Use a Template: 

 Click File > New > Templates. 

 Select the required template. 

 Click Open and start editing. 

 

Importing h Using Online Templates 

✔ LibreOffice provides free templates online. 

✔ Go to File > Templates > Manage Templates → Click Browse Online Templates. 

✔ Download the required template and apply it to a document. 

 

Track Changes Feature 

✔ Used when multiple people edit a document. 

✔ Changes are recorded, and the original author can Accept/Reject them. 

✔ Also allows adding comments while reviewing. 

 

📌 Steps to Enable Track Changes 

 Click Edit > Track Changes > Record (Starts recording changes). 

 Edits appear in different colors. 

 Click View > Toolbars > Track Changes to see the toolbar. 

 Right-click on a change → Choose Accept/Reject. 

✔ Protecting Track Changes: Lock the document by setting a password (Edit > 

Track Changes > Protect). 

 

📌 Accepting or Rejecting Changes 

✔ Right-click on change > Accept/Reject. 

✔ Click Accept All / Reject All to approve/reject all changes. 

✔ Compare Documents: Allows users to see differences between two versions. 
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1. Which of the following is NOT a category of styles in LibreOffice Writer? 

a) Page Style 

b) Character Style 

c) Image Style 

d) Table Style 

Answer: c) Image Style 

 

2. What is the shortcut key to open the Styles window in LibreOffice 

Writer? 

a) F10 

b) F11 

c) Ctrl + S 

d) Alt + F 

Answer: b) F11 

 

3. Which feature in LibreOffice Writer helps track modifications in a 

document by multiple users? 

a) Style Manager 

b) Track Changes 

c) Page Layout 

d) Text Formatting 

Answer: b) Track Changes 

 

4. What is the purpose of the "Table of Contents" in a document? 

a) To organize text in rows and columns 

b) To display a summary of headings and subheadings 

c) To insert footnotes 

d) To create numbered lists 

Answer: b) To display a summary of headings and subheadings 

 

5. Which option allows a user to save a document as a template in 

LibreOffice Writer? 

a) File > Save As 

b) File > Templates > Save 

c) Edit > Save As Template 

d) View > Save Template 

Answer: b) File > Templates > Save 



 

1. What is a "Style" in LibreOffice Writer? Explain different categories of 

styles. (3-5 Marks) 

Answer: A style is a set of predefined formatting options that can be applied 

to text, paragraphs, pages, lists, or tables in a document to ensure a 

consistent and professional appearance. 

Categories of Styles in LibreOffice Writer: 

 Page Style: Defines page layout, including margins, headers, footers, and 

background. 

 Paragraph Style: Applies to entire paragraphs, including alignment, 

indentation, and line spacing. 

 Character Style: Applies to selected text, allowing customization of font, 

size, color, and emphasis. 

 Frame Style: Used for text frames, allowing positioning, borders, and 

background formatting. 

 List Style: Defines the appearance of bullet points and numbered lists. 

 Table Style: Formats tables, including borders, cell shading, and text 

alignment. 

 

2. Explain the steps to create and insert a Table of Contents (ToC) in a 

document. (5 Marks) 

Answer: To insert a Table of Contents (ToC) in LibreOffice Writer, follow 

these steps: 

1. Ensure Proper Heading Styles: Assign heading styles (Heading 1, Heading 

2, etc.) to the document’s section titles. 

2. Place the Cursor: Click where you want the ToC to appear (usually at 

the beginning of the document). 

 Insert the ToC: Click on Insert > Table of Contents and Index > 

Table of Contents, Index or Bibliography. 

 Customize the ToC: In the dialog box, you can edit the title, choose 

levels, and protect against manual changes. 

3. Click OK: The ToC will be inserted with page numbers and hyperlinks. 

4. To update the ToC after modifications, right-click it and select "Update 

Index". 

Top 10 Questions 



3. What is the difference between Character Style and Paragraph Style? 

Give an example of each. 

Answer : 

Character style applies to selected text within a paragraph, while paragraph 

style applies to the entire paragraph, including its alignment and spacing. 

For example, a character style can be used to highlight specific words in bold 

or italic, while a paragraph style defines how the entire paragraph is 

formatted, such as left-aligned or justified text with specific line spacing. 

 

4. Explain the steps to create and apply a new style in a document. How 

can it be updated later? 

Answer : 

To create a new style: 

1. Format a paragraph or text manually as required. 

2. Open the Styles sidebar by pressing F11. 

3. Click on New Style from Selection. 

4. Enter a name for the style and save it. 

To apply the style: 

1. Select the text or paragraph. 

2. Open the Styles sidebar. 

3. Click on the required style to apply it instantly. 

To update an existing style: 

1. ftodify a paragraph or text manually. 

2. Open the Styles sidebar, right-click the existing style, and select Update 

Selected Style. 

 

5. What is the Fill Format tool in LibreOffice Writer? How does it help in 

applying styles efficiently? 

Answer: 

The Fill Format tool is used to apply an existing style to multiple parts of a 

document quickly. It acts like a paintbrush that transfers the selected style 

to other text. 

To use the Fill Format tool: 

1. Open the Styles sidebar (F11). 

2. Select the style to be applied. 

3. Click the Fill Format Mode (paint bucket icon). 

4. Click on different parts of the document where the style should be 

applied. 

This tool is useful for applying the same style to scattered sections without 

selecting each part individually, saving time and ensuring uniform formatting. 



6. What is the Track Changes feature in LibreOffice Writer? How does it 

help in collaborative editing? 

Answer: 

Track Changes is a feature that records all modifications made in a 

document, making it easier to review and approve edits. It is useful when 

multiple users are working on the same document. 

To enable Track Changes: 

 Go to Edit → Track Changes → Record. 

All edits, such as deletions and insertions, will be highlighted. 

 Use Edit → Track Changes → Manage to accept or reject changes. 

This feature helps in collaborative editing by allowing users to review 

modifications before finalizing a document. 

 

8. Differentiate between Embedding an Image and Linking an Image. In 

what situations should each be used? 

Answer: 

Embedding an image stores the image inside the document file, increasing 

the document size but ensuring that the image remains available even if the 

original file is deleted. 

Linking an image does not store the image within the document but instead 

keeps a reference to its location on the computer. The image appears in the 

document but updates automatically if the original file is modified. 

Embedding is useful when sharing the document with others to ensure the 

image remains visible. Linking is preferred when the same image is used 

across multiple documents and needs to be updated frequently. 

 

9. What are the different text wrapping options available for images in 

LibreOffice Writer? Explain each with examples. 

Answer: 

LibreOffice Writer offers several text wrapping options to control how text 

flows around an image: 

 Wrap Off: The text does not flow around the image; it stays above or 

below. 

 Page Wrap: The text flows around all sides of the image. 

 Optimal Page Wrap: Similar to Page Wrap, but prevents text from being 

placed too close to the image. 

 Wrap Left: The text is placed only on the left side of the image. 

 Wrap Right: The text is placed only on the right side of the image. 

 Wrap Through: The image is superimposed on the text, allowing text to 

overlap. 



These options help in designing professional documents with properly aligned 

text and images. 

 

10. Explain the steps to load styles from an existing document or 

template. Why is this feature useful? 

Answer: 

Loading styles allows users to copy formatting styles from another document 

or template, saving time and ensuring consistency across multiple documents. 

1. To load styles from another document or template: 

2. Open the document where styles need to be applied. 

3. Open the Styles sidebar (F11). 

4. Click on the Styles Action Button and select Load Styles. 

5. Choose the types of styles to import, such as Text, Frame, Page, 

Numbering, etc. 

6. Click From File, browse the document containing the styles, and load 

them. 

This feature is useful for maintaining a uniform design across multiple 

documents and avoids the need to manually recreate styles. 



 

 

Introduction to Spreadsheets 
A spreadsheet is a software application used for organizing, analyzing, and storing data 

in tabular form. It consists of a grid of rows and columns where users can enter 

numbers, text, formulas, and functions. Spreadsheets are widely used in business, 

accounting, data analysis, and financial planning. Microsoft Excel is one of the most 

popular spreadsheet applications. 

A file in Excel is called a workbook, which contains multiple worksheets. Each worksheet 

is a collection of cells, identified by unique addresses like A1, B2, etc. The active 

cell is the currently selected cell, where data can be entered or edited. 

 

Basic Concepts of Spreadsheets 
A spreadsheet consists of rows and columns. Rows are identified numerically (1, 2, 

3, etc.), while columns are labeled alphabetically (A, B, C, etc.). The intersection of a 

row and a column forms a cell. Each cell has a unique cell address, such as A1 

(column A, row 1). 

By default, a worksheet in Excel contains multiple sheets, and additional sheets can be 

added as needed. The name of a sheet can be changed for better organization. 

 

Types of Data in a Spreadsheet 
A spreadsheet supports three main types of data: 

 Labels: Text values used for headings, titles, or descriptions (e.g., "Employee 

Name" or "Product Code"). 

 Values: Numeric data, including integers, decimals, and dates (e.g., "150", 

"12.5", "01/01/2024"). 

 Formulas: Mathematical expressions used for calculations, always beginning 

with an equal sign (=). Example: =A1+B1 adds the values in cells A1 and B1. 

 Functions: Built-in predefined formulas that perform calculations or operations 

on data. 

Cell References in Excel 
Relative Reference: The reference changes when copied to another cell. For 

example, if =A1+B1 is copied from row 1 to row 2, it changes to =A2+B2. 

Absolute Reference: The reference remains fixed when copied. This is achieved 

using the dollar sign ($). Example: $A$1+$B$1 remains the same even when copied. 

Mixed Reference: Either the row or column remains fixed. Example: $A1 keeps the 

column fixed, while A$1 keeps the row fixed. 

 

Basic Spreadsheet Functions 
Spreadsheets provide several useful functions categorized into mathematical, 

logical, lookup, and financial functions. 



1. Mathematical Functions: 

 SUM(range): Adds a range of numbers. Example: =SUM(A1:A5) adds values 

in cells A1 to A5. 

 AVERAGE(range): Finds the average value of a range. Example: 

=AVERAGE(B1:B5). 

 ROUND(value, digits): Rounds a number to the specified decimal places. 

Example: =ROUND(12.456, 2) returns 12.46. 

 

2. Logical Functions: 

IF(condition, value_if_true, value_if_false): Performs a logical test and returns different 

values based on whether the condition is met. Example: =IF(A1>50, "Pass", "Fail") 

checks if the value in A1 is greater than 50. 

AND(condition1, condition2): Returns TRUE if all conditions are met, otherwise FALSE. 

OR(condition1, condition2): Returns TRUE if at least one condition is met. 

 

3. Lookup Functions: 

VLOOKUP(value, table, column_index, exact_match): Searches for a value in the first 

column of a table and returns a corresponding value from another column. 

Example: =VLOOKUP(101, A2:C5, 2, FALSE). 

HLOOKUP(value, table, row_index, exact_match): Similar to VLOOKUP, but 

searches for values in the first row. 

 

4. Financial Functions: 

 PMT(rate, nper, pv): Calculates the periodic loan payment based on the 

interest rate, number of periods, and present value. 

 FV(rate, nper, pmt): Determines the future value of an investment. 

 NPV(rate, values): Computes the net present value of an investment over time. 

 

Formatting and Data Entry in Excel 
 Formatting allows users to modify the appearance of data for better 

readability. Some common formatting options include: 

 Changing the font style, size, and color. 

 Aligning text (left, center, or right). 

 Applying bold, italic, and underline styles. 

 Using cell borders and background colors. 

 Formatting numbers as currency, percentage, or date. 

 Merging and wrapping text to adjust content within cells. 

 

Data Analysis Tools in Excel 
1. Sorting and Filtering: 

Sorting helps arrange data in ascending or descending order. 

Filtering allows users to display only specific data that meets a given condition. 



2. What-If Analysis: 

Helps analyze different scenarios by changing input values. Example: Studying the 

impact of different interest rates on a loan. 

 

3. Pivot Tables: 

A powerful tool for summarizing and analyzing large datasets. 

Allows users to group, filter, and calculate data quickly. 

 

4. Charts and Graphs: 

Used to visualize data in the form of bar charts, pie charts, line graphs, etc. 

Helps in better understanding and presentation of data. 

 

Key Features of Excel 
 AutoFill: Automatically fills a series of numbers, dates, or patterns. 

 Conditional Formatting: Highlights cells based on specific conditions. 

 Data Validation: Restricts data entry to predefined values (e.g., dropdown 

lists). 

 Freeze Panes: Keeps specific rows or columns visible while scrolling. 

 Protection and Security: Allows password protection for workbooks and 

worksheets. 

 

Common Errors in Excel 

 #DIV/0!: Division by zero error. 

 #VALUE!: Incorrect data type used in a formula. 

 #REF!: Invalid cell reference due to deleted cells. 

 #N/A: No value available in lookup functions. 

 #NAME?: Typing error in a formula name. 
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1. What is the intersection of a row and a column in a spreadsheet called? 

a) Box 

b) Table 

c) Cell 

d) Chart 

Answer: c) Cell 

 

2. Which of the following is a function used to add numbers in a range? 

a) ADD 

b) SUM 

c) TOTAL 

d) PLUS 

Answer: b) SUM 

 

3. Which of the following is used to search for a value in the first column 

of a table and return a value from a different column? 

a) HLOOKUP 

b) FIND 

c) SEARCH 

d) VLOOKUP 

Answer: d) VLOOKUP 

 

4. What is the symbol used to make a cell reference absolute in a 

formula? 

a) * 

b) # 

c) $ 

d) 2 

Answer: c) $ 

 

5. Which of the following logical functions checks if all given conditions are 

true? 

a) IF 

b) AND 

c) OR 

d) NOT 

Answer: b) AND 



 

1. What is a spreadsheet and how is it useful? 

Answer: 

A spreadsheet is a computer program that allows users to store, organize, 

and manipulate data in a tabular format. It consists of rows and columns, 

where the intersection of a row and a column forms a cell. Each cell can 

contain text, numbers, formulas, or functions. 

Spreadsheets are highly useful for various tasks, including: 

 Data Management: Storing and organizing large sets of data. 

 Mathematical Calculations: Performing complex arithmetic operations 

using formulas. 

 Data Analysis: Creating charts, pivot tables, and reports for better 

decision-making. 

 Financial Planning: Managing budgets, loans, and investments with built- 

in financial functions. 

 Automation: Using formulas and macros to reduce repetitive work. 

Spreadsheets are widely used in businesses, schools, and research to improve 

productivity and accuracy. 

 

2. Explain the difference between a workbook and a worksheet. 

Answer: 

A workbook is a complete spreadsheet file that contains one or more 

worksheets. When a user opens Microsoft Excel, a new workbook is created 

by default. A workbook helps in organizing different sets of data within a 

single file. 

A worksheet is an individual sheet inside the workbook where data is entered 

and manipulated. It consists of multiple cells, arranged in rows and columns. 

Each workbook can have multiple worksheets, which can be named, added, 

or deleted based on requirements. 

For example, in a company's financial report workbook, one worksheet can 

contain the income statement, another can have the balance sheet, and a 

third may track expenses. 

 

3. What are cell references? Explain different types of cell references. 

Answer: 

Top 10 Questions 



A cell reference is a way of identifying a particular cell or range of cells in 

a spreadsheet. It is used in formulas to fetch data from a specific location. 

There are three types of cell references: 

 Relative Reference: Changes when copied to another cell. For example, if 

=A1+B1 is copied to another row, it automatically updates to =A2+B2. 

 Absolute Reference: Remains fixed when copied. It is represented using 

the dollar sign ($). For example, $A$1 will always refer to the same cell, 

even when copied elsewhere. 

 Mixed Reference: Keeps either the row or column fixed while allowing the 

other part to change. For example, $A1 keeps column A fixed, while A$1 

keeps row 1 fixed. 

Understanding cell references helps in creating dynamic formulas that adapt 

to changes. 

 

4. What is the purpose of the SUM function in Excel? 

Answer: 

The SUM function is a built-in formula in Excel used to add numbers from a 

specified range of cells. It simplifies calculations by automatically summing 

up values without requiring manual addition. 

 The syntax of the SUM function is: 

=SUM(range). 

For example, =SUM(A1:A5) adds the values in cells A1 to A5. This function is 

commonly used in: 

 Financial Calculations: Summing expenses or revenue. 

 Inventory Management: Adding stock quantities. 

 Data Analysis: Computing total marks or averages. 

The SUM function is one of the most frequently used functions in Excel. 

 

5. How does the IF function work in Excel? Provide an example. 

Answer: 

The IF function is a logical function in Excel that checks a condition and 

returns different results based on whether the condition is true or false. It 

follows this syntax: 

=IF(condition, value_if_true, value_if_false). 

For example, =IF(A1>50, "Pass", "Fail") checks if the value in cell A1 is 

greater than 50. If it is, the function returns "Pass"; otherwise, it returns 

"Fail". 

The IF function is useful in: 

 Grading Systems: Assigning grades based on marks. 

 Business Reports: Identifying high or low sales performance. 

 Data Filtering: Highlighting overdue payments. 



Nested IF functions can also be used for multiple conditions, making Excel a 

powerful decision-making tool. 

 

6. What is the difference between VLOOKUP and HLOOKUP? 

Answer: 

Both VLOOKUP and HLOOKUP are lookup functions in Excel used to search 

for a value within a table and return related information. 

VLOOKUP (Vertical Lookup) searches for a value in the first column of a 

table and returns data from a specified column. It is used when data is 

arranged in columns. 

HLOOKUP (Horizontal Lookup) searches for a value in the first row of a 

table and returns data from a specified row. It is used when data is 

arranged in rows. 

For example, =VLOOKUP(101, A2:C5, 2, FALSE) finds the value "101" in 

column A and returns the corresponding value from column 2. These 

functions are commonly used in databases, employee records, and sales 

reports. 

 

7. Explain the concept of What-If Analysis in Excel. 

Answer: 

What-If Analysis is a powerful feature in Excel that allows users to explore 

different outcomes based on changing input values. It is commonly used for 

financial modeling, forecasting, and decision-making. 

There are three main types of What-If Analysis: 

 Scenario Manager: Allows users to create multiple scenarios and compare 

different possibilities. 

  Goal Seek: Helps find the required input value to achieve a desired result. 

 Data Tables: Displays multiple outcomes based on different input values. 

For example, in a loan repayment model, What-If Analysis can show how 

different interest rates affect monthly payments. It is useful in budgeting, 

investment analysis, and business planning. 

 

8. What is conditional formatting in Excel? 

Answer: 

Conditional Formatting is a feature in Excel that applies different formatting 

styles to cells based on specific conditions. It helps in visually identifying key 

data points. 

 Some common applications of conditional formatting include: 

 Highlighting cells with values greater than a certain threshold. 

 Changing background colors based on performance levels. 

 Displaying warning messages for incorrect data entries. 



For example, setting conditional formatting to highlight all sales figures 

above ₹50,000 in green makes it easier to identify top-performing products. 

 

9. How do charts help in data representation in Excel? 

Answer: 

Charts in Excel convert numerical data into visual formats, making it easier 

to analyze trends and patterns. There are different types of charts available, 

including: 

 Bar Chart: Used for comparing data across categories. 

 Line Chart: Ideal for showing trends over time. 

 Pie Chart: Represents proportions or percentages. 

 Scatter Plot: Used to analyze relationships between two variables. 

For example, a company can use a line chart to track monthly sales growth. 

Charts help in presenting financial reports, business performance, and 

research findings effectively. 

 

10. What are some common errors in Excel formulas and their meanings? 

Answer: 

Excel formulas can sometimes display errors when something goes wrong. 

Some of the most common errors include: 

1. #DIV/0!: This occurs when a number is divided by zero or an empty cell. 

 #VALUE!: This happens when an incorrect data type is used in a formula. 

 #REF!: This appears when a referenced cell has been deleted. 

 #N/A: This occurs when a lookup function does not find the required 

data. 

 #NAME?: This happens when Excel does not recognize a function or 

formula name due to a spelling error. 

Understanding these errors helps users troubleshoot and correct mistakes 

quickly, ensuring accurate data analysis. 



 

 

1. Introduction to Database and DBMS 
A database is an organized collection of data that allows users to store, retrieve, 

and manage data efficiently. Every organization, such as schools, banks, hospitals, and 

companies, uses databases to handle large amounts of data. 

A Database Management System (DBMS) is software that helps in creating, 

modifying, storing, and retrieving data from a database. It provides an interface for 

users to interact with the data. Examples of DBMS include MS Access, MySQL, 

Oracle, and LibreOffice Base. 

 

2. Difference Between Data and Information 
Data refers to raw facts and figures without any context. Examples include names, 

marks, phone numbers, and product prices. 

Information is processed data that has meaning. When data is arranged and analyzed, 

it becomes useful information. Examples include report cards, invoices, and bank 

statements. 

 

3. Advantages of Using DBMS 
 Organized Storage – Data is stored systematically for quick and easy 

retrieval. 

 Data Consistency – Ensures that all stored data remains accurate and 

uniform. 

 Reduces Redundancy – Prevents duplicate storage of the same data. 

 Data Sharing – Multiple users can access and modify the database at the 

same time. 

 Security and Integrity – Prevents unauthorized access using passwords and 

encryption. 

 

 Efficient Data Analysis – Allows users to perform sorting, filtering, and 

searching operations efficiently. 

 

4. Types of Database Models 
 Hierarchical Model- Data is stored in a tree-like structure, where each record has 

a single parent but can have multiple child records. This model is used in 

applications like library catalogs and organizational structures. 

 Network Model- Data is represented in a complex structure where multiple 

records can be linked to the same master record. It allows many-to-many 

relationships, making it useful for airline reservation systems and 

telecommunications. 

Relational Model (RDBMS)- The most commonly used database model, where data 

is stored in tables (rows and columns). Relationships are established between tables 



using common fields. LibreOffice Base follows the relational model. 

 

5. Key Concepts in Relational Database Management System 

(RDBMS) 
 Entity and Attributes - An entity is an object or concept that stores data, 

such as a student, employee, or product. Attributes are the properties of an 

entity, such as student name, roll number, and marks. 

 Tables -A table is a structured format to store data in rows (records) and 

columns (fields). Each row represents a single record, and each column 

represents a specific attribute. 

 Fields (Columns) - A field is the smallest data unit that stores specific information 

about an entity, such as a name, age, or address. 

 Records (Rows) - A record is a complete set of fields representing one entry in a 

table, such as details of a single student or customer. 

 Primary Key - A primary key is a unique identifier assigned to each record in 

a table. It ensures that no two records have the same value for this field. For 

example, in a student database, the roll number serves as a primary key. 

 Foreign Key - A foreign key is a field in one table that refers to the primary 

key of another table. This creates relationships between tables, ensuring data 

consistency. 

 Candidate Key - A candidate key is any field or combination of fields that can be 

used as a primary key. Among multiple candidate keys, one is chosen as the primary 

key. 

 Alternate Key - An alternate key is a candidate key that is not selected as the 

primary key. It can be used as a backup for uniquely identifying records. 

6. Objects in a Database 
 Tables-Tables are the core objects in a database where data is stored. Each 

table contains multiple records and fields. 

 Forms-A form provides a user-friendly interface for entering data into tables. 

It simplifies data entry and prevents incorrect inputs. 

 Queries-A query is a request to retrieve specific data from a database. For 

example, a query can be used to find students who scored above 80% in an 

exam. 

 Reports-Reports help present data in a structured and formatted manner, 

making it easy to analyze and print. 

 

Chapter - 2 Starting with Libreoffice Base 

7. Data Types in LibreOffice Base 
Text Data Type - Stores text-based data, such as names, addresses, and 

descriptions. It cannot be used for calculations. 

Numeric Data Type - Stores numerical values, including whole numbers (integers) 

and decimal numbers (floating points). This data type is used for calculations. 

Date/Time Data Type - Stores dates and time values. Useful for storing 



birthdates, appointment dates, and timestamps. 

Boolean Data Type - Stores values as either True/False or Yes/No. It is used for 

binary choices like "Is Student Passed?" 

Binary Data Type - Used for storing images, audio, video, or other multimedia 

files. 

 

Chapter - 3 Working with Multiple Tables 

8. Creating and Managing Tables in LibreOffice Base 
Creating a Table - A table can be created using the Table Wizard (a step-by-step 

process) or Design View (manual setup). Fields are defined with specific names and 

data types. 

Setting a Primary Key - A primary key is assigned to uniquely identify each record 

in a table. Right-click a field and select "Set as Primary Key." 

Editing a Table - Fields can be added, modified, or deleted using the Edit Table 

option. The table structure can be updated without affecting previously stored data. 

Deleting a Table - Right-click on the table name and choose "Delete" to remove it 

from the database. 

9. Relationships Between Tables 
One-to-One Relationship - Each record in one table corresponds to only one 

record in another table. An example is a person and their passport number. 

One-to-Many Relationship - A single record in one table can be linked to multiple 

records in another table. For example, one teacher can have many students. 

Many-to-Many Relationship - Multiple records in one table are linked to multiple 

records in another table. For example, students enrolling in multiple courses. 

 

10. Referential Integrity 
Ensures that foreign key values match primary key values in the related table. 

Prevents orphan records, meaning data cannot exist in one table without a 

corresponding record in the linked table. 

Supports four integrity actions: 

No Action – Prevents deletion of referenced records. 

Update Cascade – Updates all related records when the primary key changes. 

Set NULL – Assigns NULL when a referenced record is deleted. 

Set Default – Assigns a predefined value when a referenced record is deleted. 

 

11. Sorting and Filtering Data 
Sorting : Arranges data in ascending or descending order, such as sorting students by 

marks. 

Filtering : Displays only the records that meet specific conditions, such as showing 

employees with salaries above ₹50,000. 

--- 



12. Security in DBMS 
Authentication : Restricts database access using usernames and passwords. 

Authorization : Controls user privileges, allowing different levels of access. 

Encryption : Converts data into a secure format that unauthorized users cannot 

read. 

Chapter 4: Retrieving Data using Queries in LibreOffice Base 

1. Introduction to Queries 
A query is a request to retrieve specific information from a database. Instead of 

manually searching through large tables, queries allow users to extract only the 

required data based on certain conditions. 

Example: If a teacher wants to find students who scored more than P0%, they can create 

a query instead of checking each student's marks individually. 

 

2. Advantages of Using Queries 
 Quick Data Retrieval – Saves time by fetching only relevant data. 

 Filtering and Sorting – Allows users to apply filters and arrange data in 

ascending or descending order. 

 Data Modification – Helps update or delete records without modifying the 

entire table. 

 Data Analysis – Summarizes and calculates values like averages, totals, and 

percentages. 

 Simplifies Reporting – Extracts meaningful data for creating reports. 

3. Types of Queries in LibreOffice Base 
1. Select Query - The most common query type used to retrieve specific records 

based on criteria. It can filter, sort, and display particular fields from a table. 

2. Action Query - Used to perform actions on data such as adding, deleting, or 

updating records. 

3. Parameter Query - Asks the user for input before executing the query. Example: 

If you need marks for a specific student, the query will prompt you to enter the 

student’s roll number. 

4. Aggregate Query (Summary Query) - Used for mathematical calculations like 

SUM, AVERAGE, COUNT, MAX, MIN. 

5. Crosstab Query - Presents data in a summarized format, similar to a pivot 

table in spreadsheets. Used for comparing data across multiple categories. 

 

4. Creating a Query in LibreOffice Base 
Method 1: Using Design View 

Allows users to manually add tables, set conditions, and choose fields to display. 

Users can set sorting order, conditions, and grouping in this mode. 

Method 2: Using Query Wizard 

Step-by-step guide to create a query easily. 

Ideal for beginners who are not familiar with complex query structures. 



5. Using Criteria in Queries 
= (Equal to) → Finds exact matches (e.g., Roll Number = 101). 

> (Greater than), < (Less than) → Finds records greater or smaller than a value. 

>= (Greater than or equal to), <= (Less than or equal to) → Includes boundary 

values. 

<> (Not equal to) → Excludes a specific value. 

LIKE → Used for pattern matching (e.g., "S%" finds names starting with "S"). 

AND → Combines multiple conditions (e.g., Marks > 80 AND Age < 15). 

OR → Retrieves records that meet at least one of the given conditions. 

 

6. Sorting and Filtering Data Using Queries 
Queries allow users to arrange data in ascending or descending order based on 

specific fields. 

Filtering extracts only those records that meet certain conditions, such as students 

who scored more than P0%. 

 

7. Using Queries for Data Modification 
Update Query → Modifies records in a table (e.g., increasing salaries by 10%). 

Delete Query → Removes records based on a condition. 

Append Query → Adds records from one table to another. 

 

8. Generating Reports from Queries 
After running a query, users can create reports to present data in a structured 

manner. 

 

Chapter 5: Creating Forms and Reports in LibreOffice Base 

1. Introduction to Forms and Reports 
Forms and Reports are essential tools for interacting with database data. 

Forms provide a user-friendly interface for entering and modifying data. 

Reports are used to display and print data in a structured format. 

2. Forms in LibreOffice Base 
What is a Form? 

A form is a graphical interface that allows users to input, edit, or view database 

records easily. Instead of entering data directly into a table, users can use forms for 

a more structured approach. 

Advantages of Using Forms 

Simplifies Data Entry – Users don’t need to navigate complex tables. 

Prevents Errors – Ensures correct data entry by using predefined fields and drop- 

down lists. 

Customizable Layout – Allows users to design forms with labels, buttons, and 

images. 

Better User Experience – Makes data entry more intuitive and user-friendly. 



3. Creating Forms in LibreOffice Base 
Method 1: Using Form Wizard 

Step-by-step tool that helps users create a form quickly. 

Allows selection of fields, layout, and styles. 
Method 2: Using Design View 

Gives complete control over form layout and structure. 

Users can add text boxes, dropdown lists, checkboxes, buttons, and more. 

 

4. Components of a Form 
Text Fields – Used to enter text-based data like names and addresses. 

Number Fields – Allow entry of numerical values. 

Date/Time Fields – Used to select and enter dates. 

Drop-down Lists – Provide a set of predefined values. 

Buttons – Allow users to save, delete, or update records easily. 

 

5. Reports in LibreOffice Base 
What is a Report? 

A report presents data from a database in a formatted, structured, and printable 

format. Reports are useful for summarizing and analyzing data. 

Advantages of Using Reports 

Presents Data Clearly – Displays information in an organized way. 

Useful for Printing – Generates professional reports for official use. 

Customizable Formatting – Allows fonts, colors, and layouts to be adjusted. 

Summarizes Data – Groups and calculates totals, averages, and counts. 

 

6. Creating Reports in LibreOffice Base 
Method 1: Using Report Wizard 

Guides users step-by-step in selecting fields, grouping options, and layouts. 

Ideal for beginners who want quick and easy report generation. 

Method 2: Using Report Builder (Design View) 

Provides advanced customization options. 

Allows adding headers, footers, images, and calculations for better presentation. 

7. Formatting Reports 
Grouping Data – Groups similar records together (e.g., sales per month). 

Adding Totals 2 Averages – Calculates totals and averages for numeric fields. 

Applying Filters – Includes only relevant records in the report. 

 

8. Exporting and Printing Reports 
Reports can be exported as PDF, Excel, or Word files for sharing. 

The Print Preview feature helps check formatting before printing. 

 

9. Difference Between Forms and Reports 



Forms are interactive and allow data entry and modification. 

Reports are used for viewing, analyzing, and printing data, but do not allow 

modification. 

 

 Top 5 MCQ  
 

 

1. Which of the following is NOT a type of database model? 

a) Hierarchical Model 

b) Network Model 

c) Sequential Model 

d) Relational Model 

Answer: c) Sequential Model 

 

2. Which key uniquely identifies each record in a table? 

a) Foreign Key 

b) Primary Key 

c) Candidate Key 

d) Alternate Key 

Answer: b) Primary Key 

 

3. What is the function of a Foreign Key in a database? 

a) Ensures uniqueness in a table 

b) Establishes a relationship between two tables 

c) Stores binary data 

d) Sorts the records in ascending order 

Answer: b) Establishes a relationship between two tables 

 

4. Which type of query is used to extract specific data from a database? 

a) Action Query 

b) Select Query 

c) Append Query 

d) Crosstab Query 

Answer: b) Select Query 

 

5. Which of the following is NOT an object in a database? 

a) Forms 

b) Reports 

c) Folder 

d) Queries 

Answer: c) Folder 



 Top 10 Questions  
1. What is a Database Management System (DBMS)? 

Answer : 

A Database Management System (DBMS) is software that allows users to store, 

retrieve, modify, and manage data in an organized way. It eliminates the need for 

storing data in traditional files and provides a structured approach for managing 

large datasets efficiently. 

Examples of DBMS include MySQL, Oracle, MS Access, and LibreOffice Base. 

 

2. What is the difference between Data and Information? 

Answer : 

Data refers to raw, unprocessed facts and figures without any meaning, such as 

names, phone numbers, and marks. 

Information is processed, organized, and meaningful data that can be used for 

decision-making, such as a student’s report card or an employee’s salary slip. 

Example: A list of numbers representing student marks is data, but when these 

marks are used to generate a report card, it becomes information. 

 

3. What are the advantages of using DBMS? 

Answer : 

1. Efficient Data Management – Organizes large amounts of data systematically. 

2. Reduces Data Redundancy – Avoids storing duplicate data. 

3. Ensures Data Consistency – Keeps data accurate across multiple tables. 

4. Enhances Security – Uses passwords and encryption to protect data. 

5. Allows Data Sharing – Multiple users can access and update 

data simultaneously. 

 

4. Explain different types of database models. 

Answer : 

1. Hierarchical Model – Organizes data in a tree structure with parent-child 

relationships, used in library catalog systems. 

2. Network Model – Allows multiple relationships among data, used in airline 

reservation systems. 

3. Relational Model (RDBMS) – Stores data in tables with relationships 

between them, commonly used in banking and education systems. 

5. What is a Primary Key? Give an example. 

Answer : 

A Primary Key is a unique identifier assigned to each record in a table. No two 

records can have the same primary key, and it cannot be left blank. Example: In a 

school database, the Roll Number field is a primary key because each student has 

a unique roll number. 



6. What is the difference between a Primary Key and a Foreign Key? 

Answer : 

Primary Key uniquely identifies each record in a table. 

Foreign Key is a field in one table that refers to the Primary Key of another table, 

helping to establish relationships between tables. 

Example: In a school database, the Roll Number in the Student Table is a Primary 

Key, while the same Roll Number in the Marks Table is a Foreign Key, linking the 

two tables. 

 

7. What is a Query in DBMS? Mention its types. 

Answer : 

A Query is a request to retrieve, modify, or delete specific data from a database. It 

helps in searching, filtering, and analyzing data efficiently. 

Types of Queries: 

1. Select Query – Retrieves specific records from a table. 

2. Action Query – Performs operations like update, delete, or append records. 

3. Parameter Query – Asks for user input before executing. 

4. Aggregate Query – Performs calculations like sum, average, and count. 

5. Crosstab Query – Summarizes data for comparison, like a pivot table. 

 

8. What are Reports in a Database? How are they useful? 

Answer : 

Reports are used to present and format data from a database in a structured 

manner. They help in: 

1. Displaying Data Clearly – Organizing information in an easy-to-read format. 

2. Printing and Sharing – Generating reports for official use. 

3. Applying Formatting – Using colors, fonts, and grouping for better readability. 

Example: A Sales Report summarizing daily transactions helps business owners 

analyze profits. 

 

9. Explain Referential Integrity with an example. 

Answer : 

Referential Integrity ensures that foreign key values in a table must have a 

matching primary key value in another table. This prevents orphan records and 

maintains data consistency. Example: If a Marks Table contains a Roll Number as 

a Foreign Key, that Roll Number must exist in the Student Table If a student leaves 

the school and their record is deleted from the Student Table, then referential 

integrity ensures that their marks are also removed from the Marks Table to avoid 

inconsistent data. 

10. Damini is a programmer in an institute and is asked to handle the records 

containing information on students. Suggest any 5 fields' name and their 

data type of student database. 

b). Create a table of Student based on the following table instance 



 

c). Write a SQL command to create the table BANK whose structure is given 

below. 

 
 
 

 
 
 
 

 
d). Insert some information into a table COLLEGE, whose structure is given below. 

Answer: a) 

 

 

 

 

 

 

Answer : b) 

CREATE TABLE STUDENT (ID Integer, Name varchar (15), Stream_Id Integer); 

 

Answer: c) 

The SQL command to create a table as per the given structure is as follows 

Mysql> CREATE TABLE BANK (ID Number integer (10) PRIMARY KEY, Name varchar 

(20), B date Date, Address varchar (50)); 

 

Answer: d) 

(i) Mysql>INSERT INTO COLLEGE (ROLL_NO, NAME, CLASS, BRANCH) VALUES 

(2, ‘VIKAS’,12, ‘SCIENCE’); (ii) Mysql>INSERT INTO COLLEGE (ROLL_NO, NAME, 

CLASS, BRANCH) VALUES (3, ‘RAJ’, 10, ‘SCIENCE’); 



 

 

 

 

 

1. Introduction 

 Occupational health focuses on workers' physical and mental well-being. 

 It aims to prevent hazards like physical, chemical, biological, and psychosocial 

risks. 

 Workplace safety is essential for employees' health and environmental 

protection. 

 

2. Promoting a Safe Working Environment 

✅ Key Measures: 

 Follow health, safety, and security procedures at work. 

 Risk assessment before starting any work. 

 Eliminate hazards to ensure safety. 

 Work within assigned roles 2 responsibilities. 

 Report health 2 safety issues to supervisors. 

✅ Preventing Hazards at the Workplace: 

 Maintain personal hygiene to avoid infections. 

 Use protective gear (gloves, masks, etc.). 

 Dispose of waste properly and manage spillages. 

 Handle fire, accidents, and security issues efficiently. 

 

3. Hospital Safety Measures 

⚡ Electrical Safety: 

 Use electrical equipment correctly 2 safely. 

 Avoid overloading sockets. 

 Regular maintenance of electrical appliances. 

📌 Fire Safety: 

 Conduct fire drills regularly. 

 Know the location of fire alarms 2 extinguishers. 

 

 Turn off oxygen, lights, and electrical devices during a fire. 

 Evacuate patients immediately if at risk. 

 

4. Patient Care Safety Measures 

✅ Identify High-Risk Patients: 

 Elderly, mentally ill, visually/hearing impaired, or immobile patients need extra 

care. 

 Patients on strong medications or with substance abuse history. 

✅ Preventing Injuries: 

 Lower hospital beds, keep bed rails up, and use non-slip mats. 



 Place warning signs for wet floors. 



 Use of aseptic techniques (Medical 2 Surgical Asepsis). 

 

5. Methods of Infection Prevention 

✅ Surgical Asepsis: Complete sterilization of surgical instruments 2 environment. 

✅ Medical Asepsis: Reduces pathogens through proper handwashing 2 hygiene 

practices. Use antimicrobial agents to prevent disease spread. 

 

 Top 5 MCQ  
 

1. Which of the following is a common workplace hazard? 

(a) Physical hazards 

(b) Chemical hazards 

(c) Biological hazards 

(d) All of the above 

✅ Answer: (d) All of the above 

 
2. What should be the first step in case of a fire at the workplace? 

(a) Evacuate patients and staff 

(b) Call the fire department 

(c) Activate the fire alarm procedures 

(d) Use water to put out the fire 

✅ Answer: (c) Activate the fire alarm procedures 

 
3. Why are electrical outlets not supposed to be overloaded in hospitals? 

(a) It may cause a short circuit and fire 

(b) It can increase electricity consumption 

(c) It may affect other equipment functioning 

(d) It can make the wires look messy 

✅ Answer: (a) It may cause a short circuit and fire 

 

4. Which agency provides global recommendations for controlling 

hospital infections? 

(a) WHO 

(b) UNESCO 

(c) NASA 

(d) FDA 

✅ Answer: (a) WHO 

 
5. Which of the following is NOT a part of patient care safety 

measures? 

(a) Identifying patients at risk 



(b) Preventing falls 

(c) Encouraging patients to use heating pads frequently 

(d) Preventing the spread of infections 

✅ Answer: (c) Encouraging patients to use heating pads frequently 

 

1. What is occupational health, and why is it important? 

Answer: 

Occupational health is a specialized field that focuses on the physical and 

mental well-being of workers. It is important because: 

It prevents workplace hazards and diseases. 

It ensures a safe working environment. 

It helps in maintaining the overall health and productivity of workers. 

 

2. List two major hazards found in healthcare workplaces. 

Answer: 

The two major hazards in healthcare workplaces are: 

Biological Hazards: Exposure to infectious diseases, bacteria, and viruses. 

Chemical Hazards: Exposure to toxic chemicals, disinfectants, and radiation. 

 

3. How can falls be prevented in a hospital environment? 

Answer: 

Falls can be prevented by: 

Keeping the floor dry and free from obstacles. 

Using handrails near bathtubs and shower areas. 

Ensuring proper lighting in hallways and rooms. 

Assisting elderly and disabled patients when walking. 

 

4. What is the role of WHO and CDC in hospital infection control? 

Answer: 

 WHO (World Health Organization): Provides global recommendations and 

standards for infection control. 

 CDC (Centers for Disease Control and Prevention): Studies infectious 

diseases and develops guidelines for hospitals to prevent the spread of 

infections. 

 

5. Why is it important to use correct moving and handling techniques in a 

hospital? 

Top 10 Questions 



Answer: 

 Prevents injuries to patients and healthcare workers. 

 Reduces strain on muscles and joints. 

 Ensures the safe transport of patients, especially those with mobility 

issues. 

 Helps maintain proper posture and prevent workplace accidents. 

 

6. Explain any four hospital fire safety measures. 

Answer: 

Four important fire safety measures in hospitals are: 

1. Fire Drills: Regular training to ensure staff knows emergency procedures. 

2. Fire Extinguishers: Placing extinguishers at accessible locations. 

3. Emergency Exits: Clearly marked and easily accessible exit routes. 

4. Oxygen Safety: Ensuring areas with oxygen supply have "No Smoking" signs to 

prevent fire hazards. 

 

7. Describe five ways to prevent hazards at the workplace. 

Answer: 

1. Proper Hygiene: Maintain cleanliness to avoid infections. 

2. Use Protective Gear: Wear gloves, masks, and gowns for safety. 

3. Follow Safety Guidelines: Adhere to workplace safety protocols. 

4. Report Unsafe Conditions: Inform supervisors about hazards. 

5. Proper Waste Disposal: Dispose of medical waste carefully to prevent 

contamination. 

 

8. What is asepsis? Differentiate between surgical asepsis and medical 

asepsis. 

Answer: 

 Asepsis is the process of preventing infection by eliminating 

microorganisms. 

 Surgical Asepsis: Complete removal of microorganisms (e.g., sterilizing 

surgical instruments). 

 Medical Asepsis: Reduces the number of microorganisms (e.g., 

handwashing and disinfecting surfaces). 

 

9. Explain the importance of patient care environment safety measures. 

Answer: 

 Helps prevent injuries, falls, and infections. 

 Ensures a clean and safe environment for patients. 

 Provides a comfortable and stress-free healing space. 

 Reduces risks related to mobility and medication errors. 



10. Discuss the role of a General Duty Assistant (GDA) in maintaining a 

safe hospital environment. 

Answer: 

 Ensures cleanliness and hygiene in patient rooms. 

 Assists in patient movement and handling. 

 Helps in infection control by following safety protocols. 

 Reports any hazards or unsafe conditions to supervisors. 

 Supports doctors and nurses in patient care activities. 



 


