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Information Technology (Subject Code-402)
Class IX (Session 2020-2021)

Max. Time: 2 Hours Max. Marks: 50

General Instructions:
 1. Please read the instructions carefully.

 2. This Question Paper consists of 21 questions in two sections: Section A and Section B.

 3. Section A has Objective type questions whereas Section B contains Subjective type questions.

 4. Out of the given (5 + 16 =) 21 questions, a candidate has to answer (5 + 10 =) 15 questions in the 
allotted (maximum) time of 2 hours.

 5. All questions of a particular section must be attempted in the correct order.

 6. Section A – Objective Type Questions (24 Marks)
i. This section has 05 questions.
ii. Marks allotted are mentioned against each question/part.
iii. There is no negative marking.
iv. Do as per the instructions given.

 7. Section B – Subjective Type Questions (26 Marks)
i. This section has 16 questions.
ii. A candidate has to do 10 questions.
iii. Do as per the instructions given.
iv. Marks allotted are mentioned against each question/part.

Section A – Objective Type Questions
 Q1. Answer any 4 out of the given 6 questions on Employability Skills (1 x 4 = 4 marks)

i. Organizations use the SWOT analysis to know the strengths and weaknesses of their communication 
network, be it formal or informal and exploit the opportunities to overcome the threats of today’s 
globalized era of cut-throat competition. What does O stand for in SWOT? 1
a. Organization  
b. Opportunities  
c. Opponent  
d. None of these

Ans. b. Opportunities

ii. Self-management can be defined as the application of skills and strategies that help an individual 
throughout his life to achieve goals and objectives and become more productive. Identify the 
advantages of self-management from the following: 1
a. It makes an individual more organized.
b. It helps an individual to manage time, stress and priorities.
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c. It motivates an individual to contribute optimally towards the achievement of goals.
d. All of these

Ans. d. All of these

iii. Which of the following statements is not correct about self-confidence? 1
a. Self-confidence lies in small things that help you stay happy.
b. Self-confidence cannot be improved by enhancing your personal appearance.
c. Self-confident people have a positive approach and thought process.
d. An individual with self-confidence attains personal and professional goals easily.

Ans. b.  Self-confidence cannot be improved by enhancing your personal appearance.

iv. Kartik wants to search for some information about historical places in India on the Internet. Which of 
the following search engines should he use for this purpose? 1
a. www. google.com
b. www.gmail.com
c. www.yahoo.com
d. www.wikipedia.org

Ans. a. www. google.com

v. An entrepreneur needs to take into account the four Ps of marketing for the growth and development 
of the enterprise. What do these four P’s signify? 1
a. Product, People, Promotion and Place
b. People, Price, Promotion and Place
c. Product, Price, Promotion and Place
d. None of these

Ans. c. Product, Price, Promotion and Place

vi.  is an example of non-renewable resources of energy. 1
a. Wind
b. Water
c. Solar energy
d. Fossil fuel

Ans. d. Fossil fuel

 Q2. Answer any 5 out of the given 6 questions (1 x 5 = 5 marks)
i. Which of the following units is used to measure the speed of a CPU? 1

a. Gigahertz
b. Kilobyte
c. Centimeter
d. Meter/sec

Ans. a. Gigahertz

ii. LCD, LED and CRT are different types of . 1
a. Keyboard
b. Mouse
c. System Unit
d. Monitor

Ans. d. Monitor

iii. Identify the limitation of a computer from the following traits. 1
a. Reliability
b. Accuracy
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c. Consistency
d. No Power to Make Decisions

Ans. d. No Power to Make Decisions

iv. Which finger should ideally be used for pressing the spacebar key during typing? 1
a. Little Finger
b. Ring Finger
c. Middle Finger
d. Thumb

Ans. d. Thumb

v. The ideal distance between your eyes and the screen while typing must . 1
a. 5-10 inches
b. 10-15 inches
c. 15-20 inches
d. 20-30 inches

Ans. d 20-30 inches

vi. In Rapidtyping tutor, the  progress bar shows you the percentage of completion for 
the current lesson. 1
a. Yellow 
b. Red
c. Green 
d. Blue

Ans. c. Green 

 Q3. Answer any 5 out of the given 6 questions (1 x5 = 5 marks)
i.  is an example of a word processing software. 1

a. Ubuntu
b. Microsoft Windows
c. LibreOffice Writer
d. Android

Ans. c. LibreOffice Writer

ii.  is a program-integration technology that is used to share information between 
programs by using objects. 1
a. OLE
b. Mail merge
c. Spell check
d. None of these

Ans. a. OLE

iii. A  helps in setting the horizontal and vertical alignments of the text. 1
a. Tab
b. Ribbon
c. Menu
d. Ruler

Ans. d. Ruler

iv. Which of the following are the features of a word processor? 1
a. Easy editing
b. Simple formatting
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c. Attractive graphics
d. All of these

Ans. d. All of these

v.  is an example of a non-printing character. 1
a. Paragraph mark
b. Dollar symbol
c. Asterisk symbol
d. Brackets

Ans. a. Paragraph mark

vi. Ridhima has a fast typing speed. She doesn’t like using a mouse but whenever she has to cut and paste 
some text, she has to make use of the mouse which delays her work. Which shortcut should she use 
for cutting and pasting the text, respectively? 1
a. CTRL+C, CTRL + V
b. CTRL + X, CTRL + V
c. CTRL + V, CTRL + X
d. Any of these

Ans. b. CTRL + X, CTRL + V

 Q4. Answer any 5 out of the given 6 questions  (1 x 5 = 5 marks)
i.  displays information about the current worksheet. 1

a. Standard toolbar
b. Title bar
c. Side bar
d. Status bar

Ans. d. Status Bar

ii. Every column in a worksheet is identified by a . 1
a. Letter
b. Number
c. Symbol
d. None of these

Ans. a. Letter

iii. In a worksheet,  combo box is positioned at the left side of the Formula bar and 
shows the name of the active cell, selected object, or range. 1
a. Text Box
b. List Box
c. Name Box
d. None of these

Ans. c. Name Box

iv. In LibreOffice Calc, a workbook is saved with the file extension.  1
a. .ods
b. .opd
c. .xxsl
d. .ops

Ans. a. .ods

v. The arrangement of data or information in a particular style or format is known as . 1
a. Data formatting
b. Cell formatting
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c. Sheet formatting
d. Document formatting

Ans. a. Data formatting

vi. Which of the following notations represents a formula? 1
a. = A2
b. + B2
c. A2 = C2
d. = A2 + B2

Ans. d. = A2 + B2

 Q5. Answer any 5 out of the given 6 questions  (1 x 5 = 5 marks)
i.  displays the thumbnails of the slides of your presentation. 1

a. Working Area
b. Sidebar
c. Tasks Pane
d. Slides Pane

Ans. d. Slides Pane

ii. You can add a new slide in a presentation by pressing the  shortcut key. 1
a. CTRL + L
b. CTRL + M
c. CTRL + N
d. CTRL + O

Ans. b. CTRL + M

iii. In Impress, the Bullets and Numbering option is present in the  menu. 1
a. Format
b. Insert
c. Slide
d. Tools

Ans. a. Format

iv. Which of the following image file formats are supported by LibreOffice Impress? 1
a. Graphical Interchange Format (.gif)
b. Joint Photographic Experts Group (.jpeg),
c. Portable Network Graphics (.png)
d. All of these

Ans. d. All of these

v. A  helps in defining the formatting and layout of all elements that are used for 
creating a slide. 1
a. Slide master
b. Sidebar
c. Tasks Pane
d. Slides Pane

Ans. a. Slide master

vi.  is a shortcut key used for ungrouping the grouped objects. 1
a. Shift + Ctrl + Alt + H
b. Shift + Ctrl + Alt + G
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c. Shift + Ctrl + Alt + I
d. Shift + Ctrl + Alt + J

Ans. b. Shift + Ctrl + Alt + G

Section B: Subjective Type Questions 
Answer any 3 out of the given 5 questions on Employability Skills (2 x 3 = 6 marks) 

Answer each question in 20 – 30 words.

 Q6. How is non-verbal communication different from verbal communication. Mention atleast two differences 
between them. 2

 Ans. Verbal communication takes place with the help of sounds, words, and language. This communication involves 
the act of speaking, which is an effective way of communication. The spoken communication is broadly classified 
into two types: interpersonal communication and public speaking. On the other hand, non-verbal communication 
involves various characteristics, such as tone of voice (inflexions), smell, touch, and body motion. Such communication 
may involve symbols and sign languages that do not require words to be conveyed. Some examples of non-verbal 
communication are as follows:

 � Making hand movements to greet someone or pointing a finger to show anger.
 � Finger on lips is a sign of telling the other person to be silent.

 Q7. Write two tips to build up the self-confidence level. 2
 Ans. The two tips to build up the self-confidence level are as follows:

 � Avoid Negative Thinking: Negative thinking is one of the most important reasons for low self-confidence that is 
created in one’s mind. Sometimes, we have personal and emotional issues that we do not share with anyone and 
they gradually convert into negative thoughts. So, talking to and sharing feelings with people and family members 
help us get rid of negative thoughts.

 � Positive Thinking: Positive thinking can be defined as the positive attitude in which you hope for appropriate and 
beneficial results. It also helps to enhance your self-confidence because low self-confidence constantly brings you 
down and fills your mind with negative thoughts. Self-confident people have a positive approach and thought 
process that help them take the problems of life in a positive way and with confidence.

 Q8. What is an e-mail? What are its benefits for school students? 2
 Ans. In an email service, messages are sent from one computer to another using the Internet. Email is a good medium for 

students to communicate with others outside their school. They can take the help of teachers or other students using 
email facility, irrespective of their geographical location. They can discuss their problems and share notes with others 
for improvement. It helps in enhancing their knowledge and performing better in their studies.

 Q9. How is entrepreneurship beneficial for society? Enlist any four roles played by entrepreneurship. 2
 Ans. Entrepreneurs and entrepreneurship play a significant role in the socio-economic development of a country. 

Entrepreneurs start enterprises to minimize unemployment. This is the main cause of all the socio-economic issues 
that result in increasing the total income of a country. Some roles of entrepreneurship are as follows:

 � It creates employment opportunities by forming new enterprises.
 � It enhances the living standards of people.
 � It drives the industries forward by bringing in innovative products.
 � It creates new markets and enables expansion into global markets.

 Q10. Define natural resource conservation. Mention any four ways that can be used to save and conserve 
natural resources. 2

 Ans. The protection, preservation, restoration, and rational use of all the natural resources in the environment are 
collectively called natural resource conservation. Different ways that can be used to save and conserve natural 
resources are as follows:

 � Tree plantation to prevent soil erosion
 � Use of solar energy, wind energy and other alternative sources
 � Rainwater harvesting
 � Use of bio-fuels
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Answer any 4 out of the given 6 questions in 20 – 30 words each (2 x 4 = 8 marks)

 Q11. What is the importance of implementing Business Process Management (BPM) in an organization?  2
 Ans. Business Process Management (BPM) is a systematic way of improving the business processes of an organization. BPM 

involves the appropriate monitoring and management of processes to ensure that the operations of an organization 
do not get affected and run smoothly. Some reasons for implementing BPM in organizations are as follows:

 � Increasing efficiency and productivity
 � Improving agility
 � Reducing costs
 � Increasing revenues and reducing waste

 Q12. What is touch typing and how it is performed? 2
 Ans. Touch typing is a technique of typing using all the fingers and thumbs of both hands, but without looking at the 

keyboard. In touch typing, we use fingers of both hands to type the text in such a way that all the fingers and thumbs 
are equally used for typing.

 Q13. Write the four ways of aligning text in a Writer document. 2
 Ans. You can align text in a Writer document in the following four ways:

 � Align left
 � Justified
 � Center Horizontally
 � Align Right

 Q14. Write any two differences between MAX() and MIN() functions?  2
 Ans. The MAX()function returns the largest value from a set of arguments. It can take any type of argument, such as number, 

text, logical and empty cells. The MIN() function returns the smallest number from a list of arguments. However, it 
considers only the number and logical arguments to compute the minimum value.

 Q15. What is mixed cell referencing in calc? Give example. 2
 Ans. In mixed cell referencing, one part of the cell address is an absolute reference while the other part is a relative 

reference. For example, in cell address D$3, column D is a relative reference while row 3 is an absolute reference. In 
mixed cell referencing, the formula D3 (=B3*C3) may be written as D3 (=$B$3*C3).

 Q16. Why are templates used in a presentation? 2
 Ans. A template is a model that provides a basic structure to create a document or presentation easily and quickly. Templates 

offer built-in design files that contain different predefined styles, such as font face and size, bullets size, placeholder’s 
size and position, background, colour scheme and slide master.

Answer any 3 out of the given 5 questions in 50– 80 words each (4 x 3 = 12 marks)

 Q17. Write and explain any four features of a computer that facilitate the wide use and popularity of  
computers. 4

 Ans. The following are some qualities that facilitate the wide use and popularity of computers:
 � Speed: Computers perform at great speed and have the capability of processing even the most complex 

computations in a matter of seconds. Many computers have the ability to process billions or trillions of operations 
in a single second.

 � Storage Capacity: The storage capacity of a computer defines how much information can be stored in it. Nowadays, 
the storage capacity of hard disks can be in terabytes (TBs). This allows the user to store a large amount of data 
at a single location.

 � Reliability: Electronic components in modern computers make them more reliable as they rarely break or fail.
 � Accuracy: Computers have the ability to provide accurate results as they perform computations with utmost 

accuracy.

 Q18. Explain the stages involved in touching typing. 4
 Ans. The following are the stages involved in touch typing:

 � Stage 1: Learn to know the location of the home row of the keyboard first. The home row begins with the Caps 
Lock key from the left-hand side. You should not look at the keyboard, as looking at the keyboard is completely 
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forbidden in touch typing. Then also learn to locate the lower row, upper row, numbers row, upper-case letters 
and special symbols.

 � Stage 2: Memorize the syllabus and type words contained in the syllabus.
 � Stage 3: Type the actual text and improve your skills by practicing regularly.

 Q19. What is the purpose of using bullets and numbers in a document? Write the steps of inserting bullets and 
numbers in a Writer document? 4

 Ans. Bullets are symbols that are used to present text in the form of a list. Bulleted lists contain various symbols for bullets 
including solid small circles, arrows, or solid large circles. On the other hand, numbered lists contain numbers in 
various formats, such as roman numbers and alphabets. Numbers are applied only to the content which needs to be 
represented in sequential order. The steps of inserting bullets and numbers are as follows:
1. Select the list items to which you wish to apply bullets.
2. Select the Format W Bullets and Numbering option from the Menu bar. The Bullets and Numbering dialog box 

appears.
3. Select the desired bullet type from the Selection section under the Bullets tab of the Bullets and Numbering dialog 

box. In case, you want to enter the numbered list in the document, you need to click the Numbering tab in the 
Bullets and Numbering dialog box.

4. Click the OK button

 Q20. What do you mean by number formatting? Write the steps to apply the currency format. 4
 Ans. Number formatting is used to change the appearance of numbers. When you format a number, it does not affect the 

real cell value, which is used to perform calculations. We can apply number formatting on different categories of 
numbers such as number, date, time, currency, fraction, and boolean. 

  Perform the following steps to apply the currency format:
1. Select the data or cell range that you want to format.
2. Select Format W Cells option from the Menu bar.
 The Format Cells dialog box appears.
3. Click the Numbers tab.
4. Select the Currency option from the Category list box.
5. Select the currency format from the Format drop-down list.
 Various options related to the selected currency format are displayed in the list box below the Format drop-down 

list.
6. Select the desired option from the list box.
7. Click the OK button to apply the currency format.

 Q21. Discuss the importance of the Help feature in Impress. How can you open the Help window in LibreOffice 
Help in Impress? 4

 Ans. Suppose, you are facing difficulty in finding a particular command or want to perform a task that you do not know 
much about. In such cases, you can use the Help feature provided by LibreOffice Impress. You can use the offline help 
as well as the online help offered by LibreOffice Impress. Though the offline help is also comprehensive, the online 
help offers some additional help materials, such as demos, trainings and quizzes. 

  Perform the following steps to get help from the LibreOffice Help window:
1. Select the Help W LibreOffice Help option from the Menu bar. The LibreOffice Help - LibreOffice Impress window 

appears. The list of contents is displayed in the Contents tab from where you can select the topic of your choice.
2. Navigate the topic from the list of contents in the Contents tab about which you wish to get Information. The 

information about the navigated topic is displayed on the content pane of the LibreOffice Help - LibreOffice 
Impress window.

3. Click the Close button to exit from the LibreOffice Help - LibreOffice Impress window.COPYRIG
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