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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. In an organization, an employee makes a request to his superior. This form of communication is called 
. 1

a. Upward Communication
b. Downward Communication
c. Horizontal Communication
d. Diagonal Communication

Ans. a. Upward Communication

ii. Which of the following refers to a skill of controlling and managing an individual’s level of stress and 
making the activities of life more organized? 1
a. Self-awareness
b. Stress Management
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c. Self-control
d. Self-motivation

Ans. b. Stress Management

iii. Self-confidence is the belief in one’s capabilities in carrying out one’s passions. Which of the following 
factors helps in building self-confidence? 1
a. Positive Thinking
b. Staying Happy with Small Things
c. Staying Clean, Hygienic and Smart
d. All of these

Ans. d. All of these

iv. Identify the Web browsers that support both text and graphic information from the following list: 1
a. Internet Explorer, Mozilla Firefox and Lynx
b. Internet Explorer, Mozilla Firefox and Google Chrome
c. Internet Explorer, Lynx and Google Chrome
d. Lynx, Mozilla Firefox and Google Chrome

Ans. b.  Internet Explorer, Mozilla Firefox and Google Chrome

v. Which of the following types of entrepreneurs regularly intend to bring in new products or technologies 
in the market? 1
a. Innovative Entrepreneurs
b. Imitative Entrepreneurs
c. Fabian Entrepreneurs
d. Drone Entrepreneurs

Ans. a. Innovative Entrepreneurs

vi. Which of the following factors is behind the increase in temperature of the earth and also causes 
climatic changes?  1
a. Global warming
b. Soil erosion
c. Deforestation
d. All of these

Ans. a. Global warming 

 Q2. Answer any 5 out of the given 6 questions (1 x 5 = 5 marks)
i. You must have noticed the circuits of various appliances, such as televisions and washing machines. 

In these appliances, there is an inbuilt preprogrammed computer that performs some specific tasks. 
Name the computer. 1
a. Embedded Computer
b. Workstation
c. Self-Destructing Computer
d. Supercomputer

Ans. a. Embedded Computer

ii. Virtual classrooms are examples of computer applications in . 1
a. Education
b. Health care
c. Business
d. Communication

Ans. a. Education
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iii.  convergence refers to the integration of content from various sources on the 
Internet. 1
a. Media
b. Content
c. Messaging
d. Digital

Ans. b. Content

iv. Salim wants to sharpen his typing skills on the keyboard by installing a typing software application on 
his computer. Which software application should he install to sharpen his typing skills? 1
a. RapidTyping application
b. OpenOffice Writer
c. Spreadsheet
d. Any of these

Ans. a. RapidTyping application

v. Which of the following keys should be ideally pressed by the little finger of your right hand during 
typing? 1
a. Enter key 
b. Spacebar key
c. Caps Lock key 
d. Alphabet A

Ans. a. Enter key 

vi. In typing, CPM stands for  1
a. Contents per minute
b. Characters per minute
c. Characters per minute
d. None of these

Ans. c. Characters per minute

 Q3. Answer any 5 out of the given 6 questions (1 x 5 = 5 marks)
i. John is using a word processor for his computer science project. He wants to correct the spelling of 

a word that is present at 100 instances in the document. Which feature should he use to correct the 
spelling of the word quickly? 1
a. Spell check
b. Mail merge
c. Find and replace
d. None of these

Ans. c. Find and replace

ii.  displays information such as the current page, column and the line number at which 
the cursor is currently placed. 1
a. Sidebar
b. Status Bar
c. Vertical Scrollbar
d. Horizontal Scrollbar

Ans. b. Status Bar

iii. The default file extension of LibreOffice writer document is . 1
a. .odt
b. .doc
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c. .docx
d. .txt 

Ans. a. .odt

iv. Which of the following key combinations lands the cursor at the end of your document or the last 
page? 1
a. Page Up
b. Page Down
c. Ctrl + Home
d. Ctrl + End

Ans. d. Ctrl + End

v. Which of the following options should be selected first before selecting the text vertically by dragging 
the mouse over the text? 1
a. Edit W Selection Mode W Block Area
b. File W Selection Mode W Block Area
c. View W Selection Mode W Block Area
d Insert W Selection Mode W Block Area

Ans. a. Edit W Selection Mode W Block Area

vi. You can use  keys to activate the Automatic Spell Checking option in the  
document. 1
a. Shift + F5
b. Shift + F6
c. Shift + F7
d. Shift + F8

Ans. c. Shift + F7

 Q4. Answer any 5 out of the given 6 questions  (1 x 5 = 5 marks)
i. In  cell referencing, cell references in a formula remain the same even when the 

formula is copied to a new location. 1
a. Absolute
b. Relative
c. Mixed
d. None of these

Ans. a. Absolute

ii. Which of the following functions is used to find the arithmetic mean of all the passing arguments? 1
a. SUM()
b. AVERAGE()
c. COUNT()
d. MAX()

Ans. b. AVERAGE()

iii. If you do not pass any argument to the MAX() function, it returns . 1
a. 0
b. 1
c. –1
d. 3

Ans. a. 0
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iv. A  is a round chart that is divided into zones, which demonstrate the proportional 
size of an item with respect to the sum of all the items. 1
a. Column chart
b. Bar chart
c. XY scatter chart
d. Pie chart

Ans. d. Pie chart

v. Which of the following charts is used for representing relations among three variables? 1
a. Column chart
b. Bar chart
c. Bubble chart
d. Pie chart

Ans. c. Bubble chart

vi. In a chart, a  shows different data series by a unique colour or pattern. 1
a. Legend
b. Chart Area
c. Chart Title
d. Data Label

Ans. a. Legend

 Q5. Answer any 5 out of the given 6 questions  (1 x 5 = 5 marks)
i. The  menu is used to insert tables in a slide. 1

a. Slide
b. Slide Show
c. Format
d. Insert

Ans. d. Insert

ii. Meena wants to run a slide show from the first slide by pressing the shortcut key. Which shortcut key 
should she use to run the slide? 1
a. F5
b. F6
c. F7
d. F8

Ans. a. F5

iii. How many types of masters are in Impress? 1
a. One 
b. Two
c. Three
d. Four

Ans. c. Three

iv.  are special effects that are used to define how slides appear during a slide show. 1
a. Transitions
b. Animation
c. Duration
d. Slide show

Ans. a. Transitions
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v.  is a special view of a presentation, which is meant to be printed and distributed to 
the audience. 1
a. Normal View
b. Outline View
c. Notes View
d. Master handout

Ans. d. Master handout

vi. In Impress, a presentation is saved with   extension by default. 1
a. .pdf 
b. .odp
c. .odc 
d. .odf

Ans. b. .odp

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. Writing is a very effective way of communication. Enlist some factors that must be considered for writing 
effectively. 2

 Ans. Writing can be defined as the way of representing language in visual form. As the writer/ author is usually separated in 
time and space from the audience, the written work must be very clear and precise in conveying its intended meaning. 
Some factors to be considered while writing are:

 � Use of correct grammar for the clarity of sentences
 � Knowledge of adequate vocabulary
 � Avoid spelling mistakes using simple spelling rules

 Q7. Discuss the role of physical factors and cultural factors in building up self-confidence. 2
 Ans. Physical factors refer to physical health, personality and appearance that help an individual look more confident and 

improve his attitude and self-esteem. Exercise is one of the important parts of self-confidence that helps individuals 
feel better, become more productive and develop a positive attitude physically as well as mentally.

  Cultural factors help individuals to build up their confidence level, self-image and self-respect. These factors can also 
be the reason for low self-confidence level and low self-esteem. Cultural pressure can prove to be the main contributor 
to low self-confidence, as it forces an individual to live in a certain way, dress in a certain manner, do some certain 
kinds of work, etc.

 Q8. Write any two benefits of ICT in design and manufacturing. 2
 Ans. The use of ICT in the design and manufacturing industry led to the introduction of Computer-Aided Design (CAD) and 

Computer-Aided Manufacturing (CAM). The benefits of CAD and CAM are as follows:
 � CAD allows designers to easily change their designs to match any amendments made by their managers.
 � CAM ensures an adequate and identical quality of any number of products being manufactured.

 Q9. What is the purpose of launching the Entrepreneurship Development Programme (EDP)? What are its 
essential characteristics? 2

 Ans. Entrepreneurship Development Programme (EDP) was designed to promote small enterprises by identifying and 
training prospective entrepreneurs. EDP focuses more on enhancement in operations than academic training to meet 
certain requirements of the participants. Some of the essential characteristics of EDP are given as follows:

 � Motivation
 � Provide Opportunities
 � Purpose of Developing the First-generation Entrepreneurs
 � Key Tool for HR Development
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 Q10. What is green economy? Mention any four roles played by the green economy. 2
 Ans. Green economy is an economy that results in the growth and development of social well-being and aims at improving 

the environment on safety parameters. The vital roles played by green economy are as follows:
 � It makes the quality of life better.
 � The environmental balances become harmonized.
 � Resource efficiency increases.
 � It causes new technological development.

Answer any 4 out of the given 6 questions in 20 – 30 words each (2 x 4 = 8 marks)

 Q11. Write two advantages of using a laptop in comparison to desktop computers. 2
 Ans. A laptop is a portable computer that is integrated with a display screen, keyboard, trackball, processor and memory. 

The two advantages of using a laptop are as follows:
 � The entire machinery of a laptop runs on a rechargeable battery, which means you can work on it even in the 

absence of electricity.
 � ou can carry a laptop anywhere; therefore, you do not have to stick at one place to work on a computer. 

 Q12. What is the difference between superscript and subscript text in a Writer document? What is its  
purpose?  2

 Ans. A subscript is a text that is smaller in size than the normal text and is placed slightly below the line of the regular 
text. The subscript text is generally used for representing the chemical formulas in your text. On the other hand, a 
superscript is a text that is smaller in size than the normal text and is placed slightly above the line of the regular text. 
The superscript text can be useful for mathematical formulas in your text.

 Q13. Write any four guidelines related to a body posture while typing on a keyboard. 2
 Ans. When you have to do typing, you should sit on a chair and face the screen. You must be aware of a few of the following 

guidelines related to body posture while typing on a keyboard:
 � When you do typing, always sit by keeping your back straight.
 � You should keep your elbows to be bent at the right angle.
 � Keep your feet firmly on the ground.
 � When you see at the screen, your head must be tilted slightly forward.

 Q14. Discuss functions in Calc.  2
 Ans. Functions are predefined formulas in Calc, which are used to perform various mathematical operations such as sum, 

average and multiplication. The following are the two important parts of a function:
 � Arguments: Refer to the values or cell references that are passed to a function
 � Structure: Refers to the structure of a function, which starts with the name of the function and ends with the 

opening and closing parenthesis

 Q15. Write any four characteristics of a line chart. 2
 Ans. The two characteristics of a line chart are as follows:

 � It displays comparisons.
 � It does not allow multiple comparisons.
 � It is also known as a frequency polygon.
 � It is not advisable to use more than one comparison for each chart.

 Q16. What is the purpose of using placeholders in a presentation? What are its different types? 2
 Ans. In LibreOffice Impress, when you create a new presentation or add a new slide to an existing presentation, the slide 

appears with a placeholder to insert text. Placeholders are of three types— title placeholder, subtitle placeholder, and 
content placeholder.

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

 Q17. What do you understand by business process outsourcing (BPO)? How has the BPO industry managed to 
do exceptionally well in India? Give reasons in support of your answer. 4

 Ans. In business process outsourcing, various business processes, operations, tasks or responsibilities of an organization 
are assigned to another organization for a particular period. There are two parties involved in outsourcing, namely 
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third-party service provider and client. The BPO service Industry is doing exceptionally well in India because of the 
following advantages:
a. The Government of India has encouraged the BPO industry by providing adequate infrastructural and logistical 

support.
b. The BPO industry in India is technologically advanced and capable of delivering different types of quality BPO 

services.

 Q18. Write the steps of adding a new course in the Rapidtyping tutor. 4
 Ans. The steps of adding a new course in the Rapidtyping tutor are as follows:

1. Open the RapidTyping application. The main window displays.
2. Click the Lesson editor tab. The Lesson editor window displays.
3. Click the Course menu and select the Add courses W From file option. The Open dialog box appears.
4. Select a course file from the destined location.
5. Click the Open button.

 Q19. How can you delete content from a cell in Calc? 4
 Ans. Sometimes, you may be required to delete some data or clear some range. When you clear a range, it means you are 

erasing everything, such as data and formatting style, from that range. You can also clear only one attribute, either 
data or formatting style, from a range. Perform the following steps to clear a range of cells:
1. Select a cell, row or range that you want to erase.
2. Select the Sheet W Clear Cells option from the Menu bar. The Delete Contents dialog box appears.
3. Select the desired option in the Delete Contents dialog box. In our case, we have selected the Delete all check box.
4. Click the OK button to delete all the content.

 Q20. List and explain different views of a slide in Impress. 4
 Ans. Views refer to the mode of viewing presentations. In Impress, there are five types of views, which are as follows:

 � Normal View: Allows you to format, design and add text, graphics and animation effects to the slide.
 � Outline View: Shows all the slides of a presentation in the numbered sequence and their contents in the outline 

form. This view helps you modify your presentation easily and efficiently.
 � Notes View: Allows you to add or edit notes in slides.
 � Master Handout View: Contains 1 to 6 thumbnails of the slides. A master handout is a special view of a 

presentation, which is meant to be printed and distributed to the audience.
 � Slide Sorter View: Displays all the slides of a presentation. In this way, you can verify the order of slides and also 

verify whether the presentation has been completed or not.

 Q21. What is the importance of setting the orientation of a page in a document? Write the steps of setting the 
orientation of a page in a Writer document. 4

 Ans. Page orientation refers to the way a page is set to print, i.e., either lengthwise or widthwise. 
  Perform the following steps to set the page orientation:

1. Select the Format W Page option from the Menu bar. The Page Style: Default Style dialog box appears.
2. Select the Page tab in the Page Style: Default Style dialog box.
3. Select the required orientation by selecting either the Portrait or Landscape radio button of the Orientation group 

under the Paper format section.
 The preview of the selected page orientation is displayed in the right corner of the Page Style:Default Style dialog 

box.
4. Click the OK button to close the Page Style: Default Style dialog box.COPYRIG
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