.~ SET -1
Uttarakhand Judicial Service Civil Judge (JD) Examination — 2013
Practical Examination on Basic Knowledge of Computer Operation

Time: 1 Hour] [MM: 100
Note:

1) Attempt all Questions. All Questions Carry Equal Marks.

2) Perform the practical exercise(s) on the computer system. Save and take printout(s) of each part separately.
3) Don’t put any identification marks (name, roll number, etc.) concerning you in any answer of the question.

Q1. (a) Write steps to access the calculator in the system.
(b) Write the name of the two social networking sites.
(c) Write steps to change time and date of the system.
(d) Full form of WAN is
(e) DOS stands for

Q2. (a) Create a blank table with 5 rows and 4 columns in MS-Word with the following

information.

S.No. Student Name Mobile No. Email-ID

I AAA 9412345674 a@gmail.com

4 DDD 8765433987 d@yahoo.com

8 FFFP 0734423423 fl@gmail.com

12 J1] 9345567788 j@rediffmail.com

(b) Perform the operation ‘Centre justify” on column ‘Student Name’.

(c) Bold and Italic the row with S.No. 8.

(d) Move the column ‘Email-ID* with contents before the column “Mobile No.”.

(e) Sort the table in ascending order of numbers with respect to column “Mobile No.".

Q3. (a) Create a new slide with ‘comparison’ layout in MS-PowerPoint.
(b) Insert the shape ‘triangle’ in the left portion and ‘oval” in the right portion of the above slide.
(c) Write text UKPSC in the triangle and HARIDWAR in the oval.
(d) Rotate the triangle and oval by 90 degree in right direction.
(e) Insert system date and time in the title box of the slide.

Q4. (a) Create a table in MS-Access with database name ‘Emp’ with following fields —
Emp_ID (Number), Emp_Name (Text), DOB (Date)
(b) Insert the following data in the above table:

Emp_ID Emp_Name DOB

238 ABC 15-03-1975
235 XYZ 10-04-1980
236 PQR 23-11-1970

(c) Insert a new column with name Gender(Text) before DOB with row-wise data M, M and F.
(d) Sort the above table in descending order with respect to field ‘Emp_ID".
(e) Delete the row with Emp_ID = 235.

Q5. (a)Create a spreadsheet in MS-Excel with following marks in different subjects:

SName Phy Chem Math
AA 56 78 89
BB 67 51 56
% 76 65 79

(b) Find out row-wise and column-wise sum of marks using MS-Excel feature.

(¢) Create a 3D bar chart showing comparative display of marks.

(d) Display the above information in all borders setting.

(e) Find out the subject wise maximum marks in the 6" row using MS-Excel feature.
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Uttarakhand Judicial Service Civil Judge (JD) Examination — 2013
Practical Examination on Basic Knowledge of Computer Operation

Time: 1 Hour] [MM: 100

Note:
1) Attempt all Questions. All Questions Carry Equal Marks.
2) Perform the practical exercise(s) on the computer system. Save and take printout(s) of each part separately.
3) Don’t put any identification marks (name, roll number, etc.) concerning you in any answer of the question.

Q1. (a) Write steps to sort desktop icons by name.
(b) Write the name of two operating systems.
(¢) Write steps to cut a file from a folder named A and paste it to folder named B.
(d) USB stands for
(e) Full form of IP is

Q2. (a) Create a spreadsheet in MS-Excel with following year-wise production data of three firms:

Firm Name 2011 2012 2013
A 506 780 889
B 670 550 600
¢ 760 865 990

(b) Find out maximum production in the year 2012 and display it in 6" row using MS-Excel feature.
(¢) Create a 3D column chart showing comparative display of production data.

(d) Create and insert the data for firm D with year-wise values of production as 450, 568 and 789.
(e) Find out the average production of the firm ‘B’ in the 6™ column using MS-Excel feature.

Q3. (a) Insert a slide of layout “Title Slide” in MS- PowerPoint with data given in the Question No. 2 (a)
in tabular format
(b) Insert a rounded rectangle shape in the title box
(c) Add “COMPANY PRODUCTION DATA™ in the rounded rectangle as title.
(d) Add a S. No. column in the beginning with values 1, 2 and 3 in each row.
(e) Insert a text box at the bottom of the slide and write “Best firm is A™ in text box.

Q4. (a)Create a file in MS-Word with name ‘Exam’ on desktop and insert following three lines of text in it.

India is a democratic country.
New Delhi is the capital of India.
Dehradun is the capital of Uttarakhand state.

(b) Place a bullet mark at the beginning of the first and second line.

(c) Set the font size 18 and italicize the contents of third line.

(d) Perform the operation strikethrough on second line.

(e) Insert a Hexagon in the above word document and write text “Welcome™ within the Hexagon.

Q5. (a) Create a table in MS-Access with database name ‘Population” with following fields —
NPR_ID (Number), Name (Text), DOB (Date), Gender(Text)
(b) Insert the following data in the above table:

NPR_ID Name DOB Gender
3231234 AB 15-04-1971 M
2354317 XY 15-05-1984 F
2367542 PQ 21-12-1974 M
(c) Insert a new column with name SN (Number) before the column NPR_ID with row-wise values
1,2, and 3.

(d) Sort the above table with respect to field NPR_ID in ascending order.
(e) Perform the operation Rename to change the column name DOB to D_O_B.
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Note:

1) Attempt all Questions. All Questions Carry Equal Marks.

2) Perform the practical exercise(s) on the computer system. Save and take printout(s) of each part separately.

K] Don’t put any identification marks (name, roll number, etc.) concerning you in any answer of the question.

Q1. (a) Write steps to show all hidden files and folders of the system.
(b) Write the name of two open source browsers.
(c) Write steps to sort desktop icons by date modified.
(d) CPU stands for .
(e) Full form of HTTP is

Q2. (a) Create a table in MS-Access with database name ‘ReportCard’ with following fields —

S Name (Text), Phy (Number), Chem (Number), DOB (Date)
(b) Insert the following data in the above table:

S Name Phy Chem DOB

AAB 51 67 25-05-1988

BBG 62 59 12-12-1978

CCH 73 66 06-06-1977

(¢) Find out sum of ‘Phy’ and ‘Chem’ marks by using MS-Access feature.
(d) Sort the above table with respect to field ‘'S_Name’ in descending order.
(e) Change the contents of the field DOB (Date) to DOB (Date-Long date Format).

Q3. (a) Create a file in MS-Word with name ‘Test” and insert following three lines on it.

High Court of Uttarakhand state is located at Nainital.
Computer education is necessary in current scenario.
Knowledge of cyber crime and forensic is essential.

(b) Put the watermark with text ‘Exam PCS(J)’.

(c) Create the 3D border on the page.

(d) Insert the following line as line no 4.
Area of the circle A= Pl *r?,

(e) Insert the page number at the bottom of the document.

Q4. (a) Create a slide in MS-PowerPoint with data given in Question No. 3 (a).
(b) Place the bullets in the beginning of all three lines.
(c) Change the case to Uppercase of line 3 and lowercase of line 2.
(d) Insert a new slide 2 having content “Computer System”.
(e) Perform the operation Rotate left 90 degree in slide 2

Q5. (a) Create a spreadsheet in MS-Excel as shown below:

£ 34567 ¥ 34344 T 78787 € 12389
(b) Insert following data in the above sheet:
Class Total Boys
A 35 16
B 41 25
(C) Insert a column name ‘Girls’ at column number four and add data as the difference of ‘Total’ and ‘Boys’

fields.
(d) Insert a 3D Pie chart for class A showing number of Boys and Girls.
(e) Insert the shape vertical scroll in the above sheet.
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Mote:

1l Sorainepl all Questhoans, Al ey Carey Edual Marks

k| P rm the practical sserckeis) on fhe computer system, Save and take printout|sl of each parnt s parately

Eh] sy’ b giat-aiy flsnfilicaton marks {name, roll numier, #ic ) corseining v in any asswer of the gaestion

1 (a) Write the steps to create a new falder inside "My Computer’.
(b} What are the componant of M5-Office.
{e) Wirite down the steps to change the Screen Resolution.
(dl) Write down steps to access the Faint-Brush.
(e} Write the extention of Ward and Excel files,

7 ta] Creale a S Ward file and write following paragraph on jt:
"Formal paister copy formamibing of text from one pigce-to another, Dowble cick this buttan to
apply the same formatting te muitiple ploces in the documend. Formal painter copy formamting
of text from one piace toapother. Dopkle ciick this button fo apply the some formotting to
mihde ploces (n the document,”

(b} &pply 'Justify’ on the above paragraph.

(€] Insert a text watermark "CONFIDENTIAL in the above word file.

{d) apply page barder oniy at the bottam of the page.

(e] Apply Drop Cap' on the abave typed paragraph.

1 poarform the following (ile cperation on MS-Access.
(a) Create a database table having following sales record

Ibem Name Sales Quarntity Sale Amount
w 20on 1500000
YY 1150 BO0000
FF QDD B0
AR AU H{RI000

Ib) Dasplay the ltem Name whose Sales Guantity is greater than 5000,
[e) Display the record of highest 5ale Amount

[d] Search the record having ronimum Sale Amount.

le) Search the records In ascending sequence of field Sales Quantity,

q4  Cregte a MS-Excel file and perfarm the following operatianon it
Lal Type 'UKPSC In cell Aland apply its Oriententation in Yertical Text'
'b) Merge all cells ranging AZ to 62 and write the heading 'Uttarakhand Public Service
Cormrmission” in .
!t} insert a tahle of 3 Row and 4 Columan in the M5-Excel file.
td) wWrite Tollowing datd in the above tabie:

e Number Ctuantity Price Amaunt
0ol 10 81.00 B10.00
(A[H P 15 15.00 225.00

‘e) Find the surmoof the Quantity and Amount using formula in the-above created table of
FAS-Excel file,

Create MS-Power Peint file and perfori following operation an it
(3] Apply 'Flow' Design Thernes ta all the slides,

ih) Add new Power Point slide and change its Layout 'Two Content
(c} Add the follgwing § able in the left side of abowe slide:

(¥, ]

State Saiey |
CUntarabhang | 250000 |

Lip 200000 |
!- I,'.‘l|3|.|1|“ EDUD-].;']

(el Adlel the "Pie Chart’ on the right side of abave slide.
ia) Apply date and stide number ta all the slides.
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Uttarakhand Judicial Service Civil Judge (ID) Examination — 2013
Practical Examination on Basic Knowledge of Computer Operation

Time: 1 Hour] [ AR 100
MNote:

i} Attampt all Clgpddtlions S Questions Larey Fagual Marks

i Prerforrn the practical oxercmeds} on the computer system, Save aid Lake printoutis) nf each part segerately

4 Diohs put ary dentibization marks aame, il number, i ) ooncerming you inany @nswer of e question

L

{a) write name cf any editor avilable in WINDDW,
(h) Wirite the full form af GUL and CUI

{ch 1 GB memory isequl tec L ME

{d) MODEM stands for TS

(2] Gve the name ol any bwo Internet Browsers,

(a] Write the following text in.a M5-Word file nareed as Test’

"Research shows that most of the werk done by most of the people rotld be categoizad
Inta four major categdries

i) Copy the above text and paste it after the test e new line.

(o) Apply 'Outside Borders’ on the above taxt

(d Inserta blank table Daving 5 Rows and 3 Calumns

i} Increse the Fone yze of text 1o 20 Tont s2e

{a] Create a database having lollowing fields:
Fmp Number{sphabenarc] Erop Name|res) Cesgnation(le ) Baslg Pav{neswric)
b1 Enterany four relévent recoros.

lc} increse the Basic pay of each employes by E0%s:

idpadd the field Tatal Satary, calculate and insert the Total Satary of each emplayee by
Basic Pyt BO% of Bazic Pay as DA,

ia] Sort the recards in the descending sequence according to field Total Salary.

(4] Create a Spreaidsheet m M5-Lice! with fallowing data:

i) Murnbaey Mamne  Madisl. Munkid  Mased Telal backs Fe iz
L0vd RAR il LF 1
(IRE rACHEN BRI GE Ih
kS SUR ™ 7 g7
Ls FACOIT 71 Hr Ll
L Ty T ia% L

i) Calculate Total Marks of each student using formula,

iy Calculate Percentage of each student usimg formula.

d) Bt thie student baving rminimem Percentage using function.
{e) Create a Har Charr using the work sheet

Create WS-Power Point file and perform fallawing aperation an il

() Add new slide and ehange its Layout "Tithe Slide’

(b} Enter any College Norme in the Title Area' and the College Address in Subtitle srea of
above slide

(2} Add next shide and add lollowing 'Course Nama® in given Bullets:

< BSC
= MBA
< MLCA
2 LLB
(el) cld next Stide and insert 'Oved’ basic shape an it

(e} Add mext Slide and insert pictuse on i
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Uttarakhand Judicial Service Civil Judge (JD) Examination — 2013
Practical Examination on Basic Knowledge of Computer Operation

Time: | Hour! [ A BT
Note:

I Arteipt all Cusstions AN Questons Corry Equal Marks.

Z) Pethir i practical exencisedshon the computer svstem. Save aod tike pristoutis) ol cich parm separaicly,
3 Phosn 't ot ey dedenied e atsn imaks Ciame, ol number, vie, ) concernin & ok o i asweer of The guestiog

LA fnk Write the extension ol MS-Access and MS-Y ord filos
LB Write e steps to check the spelling in MS-Word files,
[EEWrite the steps for sénding E Ml

AW rte e Tl form of V00
T Wit the yleps To show the ide folder fowimdow

2 Create o MS-Excel sprendsiieer with field ndme Name af City os ety name”™ male popolatian g
mpepulation” teitinl popolation as T popilation”

tik Enter five records o the field ity Same, M population snd Fpopilagiom
Lhi Calenlote the tatal population in new feld “tonm) populaton”
21 Caleulate wevd wadl population in all cetigs

L Arromge the records 0 descend mgomerof “F_population™
fe b s play Bar-chart of above crented e

L ) Crente a blank toble with 3 Roweand 4 Colwmms in MS-Word
(b1 Fll e fllewing intormation i the aboyve table with font size 12,
£ usinmer Customer Add Bill . Bill dae

Hure =gl A2 3 Muoradabd H 136700 3
sk ST Haldwana 3zl FEMNT N
14 R TR e [414 J4A0T2014
TR F-44 Dehiradun Fas [+ 12434110

te ) Hold und malic the éoivient ol costémer lias i I e s | 25300
) Change the fant <iee 22 Lor headimg Bl dae”
el Arraiige the redards in descensding erder with the Held *Bill no™

LA GaE L heitle o poset podnd presentition having 4 ttle shides

) Tnsdert the rrimngle in the shide number vne,

ted Worrte the text “lodie™ inside triangde in slide mumber ane.
L) Wrle the test = Himdussan™ inside trinngle with font sieed 2,
{1 Uhange the Tentsize i shide mnmber 3 warly 1on size 210

L fal Create o Tahie in Ms-Aceess with fdllowng Felds
S (Numiber, Product Name {Text) . Supphien Texti and € otntry (Text)
th hiesen the folliwang information in the nhive table:

SN Product Name  Supplier Coman ey
Cla Fxotic Liguids  lndha
£ o b ss [} Frirs I range
’ Aligs Muttin Pavioa Lid Forkeey
i Mutton Bolls  BMa Maison France

ek Insert the pew Beld o0 the above whle with field mames “t ategorn” {Text}

1) Add the tollowing details Row-Wse w the Tields Ceary
“Heverages”™, “Dury Produgts™, “MewPalluter and  “Meat™

(e i 1w records in ascend g erder with respect to the eld “Country ™
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Uttarakhand Judicial Service Civil Judge (JD) Examination — 2013
Practieal Examination on Basic Knowledge of Computer Operation

Time: 1 Hour) [MINE: T
Note:

[ Atteinpt all Ouestions, AN Oucstons Corry Eounl Marks

=) Perform the practical exerciselsh on the computer system. Save snd take printoul{s) of each par sepairel)
3 Fron™t puit niny identifeation marks {name, roll number, el ) concsrning vou 1 any answer of e question

CI01 0 (W rite thie steps to change the password of @ Ole in MS-Word.

i

il

1%
o

(W rise the steps 10 hide the folder in Window operating svstem.
et =, .. kB

pd W orre the steps o eopy file from one folder to anather Tolder
Lo Wit the steps 1o open windoss Gesk mannger

Leeare w MS Dxcel spreadsheer with fighd name, employ code as "EMP. Code”’ cmploy grade pay

as “EMP GPs” employ phone vo ds “EMP_phone no™ and employ date of birth as “EMP_[ & B°
b Eoter four records into the lieldS EMP Code, EMP GPay, EMP phong no and EMP_ID G B,

i b} eolonlate the HIRAas 10% of EMP GPay innew eolumn

(b salewlare columm wise total of feld EMVP GPay.

el b Arenngd the records in asoemding order ol EMP D O [

Ced A n e e gl nesy Bndries

fabCrente i blank wble wath 5 Bowws and & Calumps in M5 ard,
(b Fill the followimg mdormotion w the above teble with lonl siee 10
{ustomier  customer Adid il mis,  BRiID dane

L) B-1 Banglore Al el | 18 T
riIIII'-'I|,'|'l erd 3 DIyl Tl ] M
(I E p-ohd LE D 53 202
WA M-E1 Bombuy 634 EVG3/110

(e Bold and alic the content of Customer field having “Thi diste™ 20005712
Pdr Ulianee the font size 22 1o heading Bl daie”
bk Arringe the record in desscendimg order watly the field “Bill ne™

(o Crenle i [EIVRT IO Pt 1 B I'I-l'r“'l,_l;.’ s lpdies

(b Insert the gireie i the slide number one,

toh limert Wi <lrent Jdiate i shidke riviber 2

) Psert amy pictore inesdide oo 3 Trom clip o

ie ) Tase prmt ont of theall the above Coes (andboee p ang (diepower poant presentafiuon onva sigple shogt

inl Croeste atable in ME-Accezs with following Dields
Prmgloves Code - Basw fay DA HRA CCA Y

Uh Insert the follswing mformation in the ahove toble
Eniploves Code  Basre iy DA HEA CCA PPF

fii] 2adn | v FRF 3 454
|2 100 2833 |1JF b0d Th
| NI S0 2300 00 ®A0
[i:d SLN I O R g

Pel Dhispiay the list alall the Emplovee whase Basie Py is preater than | Q0K
1y Lhsplay the nameof the Emplovee hayvimng heghest PE
el Sort thie reconts in destendiog order with tespect to the field 518"
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Time: 1 Hour| [N L
Mo

[ Ateinptall Cuigst i A Ongstions 4 o Faanl b I

2) Peplorim Hre practien] exevaiseisbon fhe cadpuler systenm S 1 ake prointon s of el pot separpiely

3 Fhon't gl iy identifenlion marks { v, ril b reamkser, 2 ) comEsrnTe v ok i TR TR EA CH L RTER T T B A TR

F (npWaree The Lo By greRta el uSer RCCOInS i Windowes operating system
W e steps W clnmgs e pressword i Wandowes aperating sysiem
Lo WA riLe e steps fo peeover the File frim e vele i,
G e (e steps to Tl ol ised niemeny spacs of T ihrrvis
W e Ll s R ey e U odreee

e o WS- Favel spreadsheet with-field name student namme. a8 pudlent  mme™ atmdent fee g
udent  TeeTand student morks as “studen]  marks”

vy B Tour records nto thie folds studgnt _puine, stidem e, nnil student _imurks

abvi Liers ehe fellossdng recurds o the alwe srreadshezt

4 i Al
el Ll PRI
RArhim (WEHI P |

v Eaalioasabe gu i wisg gonal ol tho fields siuekenar tee, o :i-1||=:1|.'l.!_1'|'|urk!|
||||:| ,‘|,||'|'|;|.|_-l:,' |h|;_'| Pl M ._l|.,--.|_|_-|;|.||i||.|_i |'-|-.1|:':' l'-!"an:th'-I'll_ I|2'.I!!"-"i.
el Pipmae gt chirl sBossdng Sudent e el stusdent ks

(15 fug rebe o ekt ol v chowe in S W having ol lesst & Dies sl font sipeof 12
iy ol ansd Nadic the fextain i)
it Iesert dovifle spaging bebween the lines thi fesl,
by Rl align fag tesl
Cuh et BE Y i the dast line ol the vese o ¢ lumgge Thes lonl st Tis it

11 Db e i o PRI presentsti having 5 shidis .
ot e eible swith 3 Renvs ol 3 ocolwnis n e shie mber s,
Lot W e the text tattradbond * insde rectimgle i shde e 2 wath Tont size 10
il Rt 1lie content of slide number 2with 90 degree.
fen 4l thie Tt siee o slide e 2 witly fomt sz 1h

ST W B =1 Tobile o S Amioss wilh falloswung Fielas
Wi ol Sue dest) Capital Plext) Mool Enstricts (owmherd
it Tt tie follesang barmation in ihe shaye table

i o SEE Cmpibal Pawt. ool LhisEaacis
il | ks 45
111 [zl [
[ 11 Shimlo |3
b Bl all

fed Eretene thie I veesand T the abivwve bl
gl b Phiaplin the mome of Stk hae g [isseisl b Gl disgrels
e | Ao e Lield ol v clievice i thesboye fably



