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CLASS 10™
20 SHORT & 20 LONG QUESTION ANSWER

20 Short Questions (Hindi) with Answers

1. LibreOffice Writer 3 Styles a=rmr a8l 3?

32 Styles ud-foraifya widie gl & fStotor 3wRiler 8fS$el, eaze, fere 3nfe I v Adol FU Jol
& fere fdpen Sirer 3

2. Manual Formatting @=m 3?

3R A @I JAoYalcll Tacloll SIA dlcs, sCleld, Wioe ASS! daeloll S|
3. f[epft Rt @1 Crop @at &I IWwRllel dRI 872

3= Crop @20 A Rpl & e disdt B sl e S 3l

4. Calc 3 Goal Seek @=n 3?

3R Goal Seek & ce1 8 Sit bl Forarg ulRvier & o 3a9A® Solyc Wlslol 3 GG DA
al

5. Macro @i 8?

3R: Macro fordell @1 Ropis fovar sri Ae 8 Sl GlsRAT Silel dicl Dl Pl 3iicldle D3l 3
6. Database @ 3?

3R A I Adfda Ser o1 waf¥ed Jdsis Database waear 3

7. LibreOffice Base @ &?

3R Base vt DBMS ¢ 2 fSRIoI 3wllel Sl dollal, Alfdd d2ol 3R Udida ool & fere
fopenr ST 3l

8. Primary Key a@=mr 3?

3R A8 U OAT Blcs 3 Sl 82 PBiS Bl 3IcIer-3iciel usdiol Sl 3l
9. Query @ 8?
3m=: Database 31 a9 Se1 forpleol & e us s uwsst @I Query @ad 3

10. Form a=m 3?



3R: Form Se1 6l @20l @I e 3IRiel 3R IsR-bscil aeas 2
11. Report @=m 37
3m=: Report vw widies am3eye 8 Sl Ser @l Udd dwl & féu dolRn SIr 3l

12. Workplace Hazards @z 8?

3R: 4 Rerferl &1 a8 Sl ofdAlel Ugal Awddl & SIA fhiSiet, Didiae, wollaiifdid i
13. Ergonomic Hazard @=u 8?

SR JIcld Ui 3} CRIAR B &l el ®2a A dlol drell ofdAlel Ergonomic Hazard waciiar
al

14. Workplace Stress @=n 37?

3R il DI, AHAI-GdId AT fAdiG & PRUI alol dIcll Al Gdrdl
15. Air Pollution @z &7

IR: gel, gaif A1 sIfoioR® Sl A a1 DI iR Bloll

16. Water Pollution a=m 3?

SR. 2Mas1, Ddct a1 wa¥ & umoft 3 et Sl A ult it & St

17. CPR @1 87

3R &6 &G 8lol WR Sfiaol ddrel Pl ufcpen BRI SIdl Garelr sl AfA Soil onfdrer 2
18. Query @I dcliol @I 9lidde T=I 37

3R: F5I

19. Track Changes = 87?

32 U8 ol Gl 3 fobu se gocrdl d1 b DI 2l

20. Calc & Scenario @=mn 3?

3R AS 3IcIoI-3[cT Solyc ACA 8l 8 fSToll fAfdtoot ufdumedl bt etorr bl i1 At 8



20 Long Questions (Hindi) with Answers

1. Manual Formatting 3fiz Styles ¥ 3id=z J9I=I150]

3R

Manual Formatting 3 82 ¢aec @I 3IcIoI-3IcTel Bidic Dol USAl 8, ol dlcs, $eicld, bioe
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Styles ud-foraif¥a widle 8ld & 5168 U GASl 3 v A6l FU A clE] [par Sl Addr 3l
Styles @I Iu=Iel PRI Sl & 3R GAdel DI AW 3R Ulblolc] dolldl 3l

2. Writer 3 Rl & Slisa 3R Auifcd @d 8?7

IR
—Insert - Image A eI SisT SIAr 2
— Crop, Resize, Rotate, Wrap Text 3if¢ fdocul 21 o1 o1 Jdonféa feen Sirar 3

— Send backward/forward 3 o1 &t Berfer acett sn It 3l
a4 aoft coT feot @) daar siiz Al Jerel W2 oIl 3 dGs DA B

3. Goal Seek @1 3IcEvl AfdA AT

IR

Goal Seek 3 solge @ Sl 3 BRI Sud! FHordrs! 3f3cyc icll

3GI8UL

AlS el = 3RI - eI 3, iz et 10,000 anfdw, dt Goal Seek s (Revenue) Xdisiol d
GG @3l 3 BRI 10,000 @1 st f3ckemnl

4. Calc 3 Scenario @=n 37? fdarR A eS|

Kis PN

Scenario fafdieol solge JIc=ll @I Ac glar 3, SiA High Sale, Medium Sale, Low Salel

82 Scenario srel ulvna feardr 8, SRR detell 3RMel aldl 31 s fofa clol i Agg der 3l
5. Macro @=n 8? Macro dollel &I ufepen fe13qu)

Kis PN

Macro GIa3re Sifol dicl @Eil ol siicldic w3 & e dlar 3l

dollol I ufepe:

Tools — Macros — Record Macro - @orl @2 — Stop Recording — ot Sd2 Ad DI

6. Spreadsheet Ser Linking J#sisel

3R
o dffc ar wiscl @I Sl gARt wisal # feio fovar so Awar 3



External references, .odb wiser A feifdbst @ Insert Sheet S el sAd! B2 8l WA Ser
3USc Blol W2 g3t Wisel I sft 3MUel-3mu 3uST Bl S 3l

7. Spreadsheet @1 Share sfiz Review &3 ®m2a 3?

IR

Track Changes 3 dgeidl U2 oo ¥l et 3

Share Document 3 @3 cllol b A BIsel U2 DA D2 ADd 3l

Comment, Merge Changes siizk Compare Documents SI3 cel ¢lorad 3 digg @ 3

8. DBMS @ 87 331 bl adams|

IR
DBMS Ser @l JdeIfadd, urd 3R udfeia ool or RBred 3
bRt

—®H Scl glsAd

-9l Se1 et

— AIfeTpI3i U M3 ol

— Primary Key 3fiz Foreign Key

— e, Bid, aa3l, RUIé o1 IuRler

9. LibreOffice Base 9r» @2 Database & ol 87

IR

Base xici —» Database Wizard — Create New Database — 33 ez of @2 —» Open
for Editing — .odb omrar A 3a @3

10. Primary Key 3fiz Foreign Key @1 3c1g2ul Jfaa quiel

3R
Primary Key 3®fs @I usdamolal & fere (S31 Student_ID))
Foreign Key cl diferoisil @I Sitsdt 8 (S&1 Student_ID @t Fees Table & sddier @)

11. Query @& 8? $Ad UDPR AHSIST

IR

Query Se1 urd ®2ol Pl Al 3

UDR:

— Simple Query

— Multiple Table Query

— Sorting Query

— Mathematical Function areft Query

Query Wizard =m Design View 3 goi$ Sl 3



12. Query Wizard 31 Query doflol & @Rul feilRae]

IR
egcl gol — 3maead Blcs ol — oK Ac dI — Sorting gol — Alias § — Overview Joid2
Ad o

13. Form @=m 37? 33 3u=ilel ferl3aw)

IR
Form Ser udl @l el dolidn 3
I8 JIcId Sl el Apdl 3, Tl3Se Dl o2 Follidl 3 3R STIRA P AT 3IRI6I SE¥q96l oAl 3l

14. Report aar 8? s3Ad el DI quiel D3

IR
Report Se1 @1 wides uzqfmur 3l
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I8 flic @20l 3R fdecsuur 3 Wil g 3l
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16. ez A ol arcll Jarred Jazars ddisel

IR
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18. ary 3iiz SIet suradr &l diforei¥er ufdban Aesisul
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English

1. What are Styles in LibreOffice Writer?

Ans: Styles are predefined formats applied for consistent formatting like headings, text,
lists etc.

2. What is manual formatting?

Ans: Manually changing text properties like bold, italic, size etc.

3. What is the use of cropping an image?

Ans: Cropping removes unwanted outer parts of an image.

4. What is Goal Seek in Calc?

Ans: Goal Seek is a What-If tool used to find required input for a desired output.
5. What is a Macro?

Ans: A macro is a recorded set of instructions to automate spreadsheet tasks.
6. What is a Database?

Ans: A database is an organized collection of related data.

7. What is LibreOffice Base?

Ans: Base is a DBMS tool used to create, store and manage data.



8. What is a Primary Key?

Ans: A field that uniquely identifies each record.

9. What is a Query?

Ans: A guestion asked from a database to retrieve specific data.
10. What is a Form in Base?

Ans: A user-friendly data entry screen.

11. What is a Report?

Ans: A formatted output of data for presentation.

12. What are workplace hazards?

Ans: Any condition that can cause harm such as physical, chemical, ergonomic
hazards.

13. What is ergonomic hazard?

Ans: Hazards caused by poor posture and repetitive work.
14. What is workplace stress?

Ans: Mental pressure due to long working hours or conflict.
15. What is air pollution?

Ans: Contamination of air by dust, gases or pollutants.

16. What is water pollution?

Ans: Mixing of sewage, chemicals or waste into water.

17. What is CPR?

Ans: A life-saving procedure involving chest compressions and rescue breaths.
18. What is the shortcut key to run a query?

Ans: F5.

19. What is Track Changes?

Ans: A tool to monitor editing done by other users.

20. What is a Scenario in Calc?

Ans: Set of different values used to compare possible outcomes.



20 Long Questions with Answers
1. Explain Manual Formatting vs Styles in Writer.

Ans:

Manual formatting changes each text element individually (bold, italic, font). Styles apply
predefined formats uniformly across the document, improving consistency and speed.
Styles include paragraph, character, frame, page and list styles.

2. Explain the steps to insert and modify images in Writer.

Ans:

Images can be inserted via *Insert —» Image* and modified using tools like crop, resize,
rotate, gamma correction, wrap text, send backward/forward. These tools allow
enhancement and correct placement of images.

3. Explain Goal Seek with example.

Ans:
Goal Seek finds the required input value to get a desired output. Example —If profit
formula = revenue — cost, Goal Seek helps find revenue required to reach a target profit.

4. Explain Scenarios in Calc.

Ans:
Scenarios allow storing multiple versions of data (e.g., high, medium, low sales plans).
Each scenario displays different outputs, helping in decision-making.

5. What is a Macro? How is it created?

Ans:

A macro automates repetitive tasks.

Created by: *Tools - Macros — Record Macro*, perform actions — stop recording —
save macro with name. Uses Sub/End Sub structure in IDE.

6. Explain Linking Spreadsheet Data.

Ans:

Data from one sheet/file can be linked to another using external references, .odb linking,
HTML links or Insert Sheet features to maintain real-time updates.

7. Explain sharing and reviewing a spreadsheet.

Ans:

Using *Edit — Track Changes* and *Tools — Share Document*, multiple users can edit
simultaneously, add comments, compare and merge changes.



8. What is Database Management System? Explain with features.

Ans:

DBMS stores, retrieves and manages data efficiently. Features include fast retrieval,
less redundancy, relational model, use of primary/foreign keys, tables, forms, queries
and reports.

9. Explain how to start LibreOffice Base and create a database.

Ans:
Start Base — Database Wizard — Create new database — Do not register - Open for
editing —» Save with .odb extension.

10. Explain Primary Key and Foreign Key with example.

Ans:
Primary key uniquely identifies a record (e.g., Student_ID).
Foreign key links two tables (e.g., Student_ID from Students table used in Fees table).

11. Explain Queries and their types.

Ans:

Queries retrieve specific data using conditions. Types:
— Simple query

— Multiple table query

— Query with mathematical functions

— Sorted query

Created by Wizard or Design View.

12. Explain steps for creating a query using Wizard.

Ans:
Select table - Select fields — Set search conditions — Set sorting order — Give aliases
— Choose overview — Save query.

13. Explain Forms and their uses.
Ans:

Forms provide a user-friendly front-end for data entry. Prevents accidental editing,
allows customized layout, and improves interaction with the database.



14. What are Reports? Explain their components.

Ans:
Reports present data in formatted manner including headings, fields, labels, groupings,
totals and layout. Used for printing and analysis.

15. Explain different types of hazards at workplace.

Ans:
Safety hazards (machines), biological hazards (germs), physical hazards (noise),
ergonomic hazards (posture), chemical hazards (fumes). Each can affect health.

16. Explain computer-related health issues.

Ans:
Improper posture causes back pain; excessive laptop use causes neck strain; screen
glare harms eyes; artificial light disturbs sleep; repetitive work causes fatigue.

17. Explain guidelines for healthy computer workplace.

Ans:
Use LED screen, proper keyboard spacing, adjustable chair, correct lighting, avoid
glare, maintain proper posture and take regular breaks.

18. Explain Air and Water Quality Monitoring Process.

Ans:
Air/lwater samples are tested by physical, chemical and biological methods. PH, gas
percentage, pollutants, microbial indicators are analyzed to maintain workplace quality.

19. Explain Workplace Cleanliness Importance.

Ans:

Clean areas prevent accidents, allow free movement, reduce hazards, increase
efficiency and improve working environment. Employees must keep tools/equipment
clean.

20. Explain rescue techniques for electrical accidents.
Ans:

Call 108, approach cautiously, turn off power, avoid touching victim, use non-conductive
material, give CPR if needed, provide first-aid and seek medical help.



