Set A
[EGIRREEED (7 &)
Second Question Paper L 16 %7?37\&?{: 2{,@

SALEUE ATHHAT AFNT
Eoheh/FFYET AT U2 U fasfir garfeq & forg a3dieim - 2016
HTSH AT ATHT T SAAGTH ST

Uttrakhand Public Service Commission
Examination for Departmental Promotion for the Post of Computer
Typist/Computer Assistant — 2016
Practical Knowledge of Microsoft Office
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1. Attempt all the questions. All questions carry equ:al marks.

2. Perform the practical exercise(s) on computer system for each question. Save the answers of each
part of these questions and take the printouts.

3. Make suitable assumptions, wherever required.

4. Do not put any identification marks (Roll number, Name, Mobile number etc.) concerning you in
any answer of the questions.
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First create a folder named as ‘EXAM’ in desktop of your computer. Than create three different files
named as tl, t2 and t3 in MS-Word, MS-PowerPoint and MS-Access respectively and store all of
them in folder EXAM. Finally take Printout of the ¢etaiis view of EXAM folder using print screen.
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Create following table exactly as shown using Ariai Black 12 point font size in MS-Word. (Take

Printout)

Column1 | Column2 | Colum:3 Columnd | Column5 |
Rawat (ABC)" A, 56000=00 i
Ukpsc | (XYZ)Z B., 86000=00 ny

Haridwar | (PQR)* iy 90000=00 me
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Create following table in design view of MS- Access named as sample. Declare | ata typs as required
store in it the data as mentioned (Take Printoutl). Also find the sum of marks in subject] and Fnall) sort the
table on the basis of Name field in descending order (Take Printout2)

Name | Subjectl | Subject2 DOB

Aaaaa 47 62 05-10-1966
Ddddd 77 55 12-12-2000
Ccece 65 88 08-04-1996
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Create Power point slide which appears as foili:wing (take printout).
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Create following worksheet in MS-Excel named as test. Sort the records in ascending order of % of
Marks and calculate average Marks in new line and take final printout.

Uttarakhand Public Service Commission

Roll No. Name of Candidate Marks % of Marks
1001 MPT 70 90
1002 XTM 640 80
1003 KMT 600 15
1004 PPT 760 95



