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Instructions about conduct of the Computer Skill Test

1. The computer skill test examines the computer proficiency and
knowledge of computer including usage of office suites and database for
which questions pertaining to a passage/paragraph of about 100 words in
MS-word, One Power Point Presentation slide in MS-Power Point and
Table in MS-Excel will have to be answered within the time limits.

2. The computer skill test will be of 30 minutes duration of total marks
of 50.

3. Candidates shall be provided with a system having required specifications
and they should create the files on the desktop of the PC allocated to the
candidate.

4. Candidate should mention their Roll Nou, Batch time &\Date on the top
right side of each of the page«of theinindividual files pertaining to Power
point presentation, Letter/passage/paragraph in, MS-word and MS- excel
sheet/work sheet/table:

5. The Power point file created by the candidate should be saved with file
name as “Roll. No.-question-\no.” (For Example: 110036-A.ppt).

6. The Word file created by, the'candidate should be saved with file name as
“Roll. No.-question- no.” (For Example: 110036-B.doc).

7. The'Excel sheet, file created by the candidate should be saved with file

name as “Roll. No¢-question- no.” (For Example: 110036-C.xls).
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SAMPLE QUESTION PAPER FOR COMPUTER SKILL TEST

Time: 30 minutes Max. Marks- 50
MS-Power Point
Question: A Marks - 10

Create a power point presentation comprising the content as mentioned the
sample slide with formatting (Bold, Underlining, Italics and Alignment) and
following guidelines:

a) One power point slide using the default slide type having 2 sections “Add Title” and
“Add Subtitle”. The text/content should be aligned as per the sample slide.

b) Reproduce the content as mentioned in the sample b by using “Verdana” as
the font type for both “Title” as well as “Subtitles” with the font size of “54
Point” for the Title and the font size of “24 point’ ubtitle (Text)”. The
title should in “Bold” also.

Q q & = Presentationl - Microsoft PowerPoint =TE
| Home | Insert Design Animations Slide Show Review View Add-Ins @
F"E & I_—I [ Layout - 2 | A'Hi_‘/l == |:|L—| £ Shape Fill 34 Find J
g ﬁReset T e s = i E/ Shape Outline {';, Replace ~
Paste Mew |B I U abe & 5~ Ag ||A | |§ Shapes Arravnge Quwck

- f Slide ~ % Delete Styles v =/ Shape Effects lg Select
|| Clipboard Slides Font (] Paragraph I Drawing (] Editing

INDIA

The Republic of India is the seventh-largest
country by geographical area, the second-most
populous country with over 1.2 billion people,

and the most populous democracy in the world.

SLIDE -1 (Not to be typed):

The above title and text is in font type of “"Verdana” and the size of
the font is (Title-54point and subtitle -24point respectively). The
formatting (Bold, Normal, Underline and Italics) need to carried out
as per the Text above.

‘ Click to add notes

Slide1 of 2 | "Office Theme" | @ |

wstartl @ (& @  [G) Inbox - Outloak ., | @India-W\kipediaw..l (i) 3 Micrasaft Offi... -| {23 0CT-2011 | i£1] Presentationt @ESIC PPT slides- om| « =[5 400PM
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Question: B
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MS-Word

Marks-20

Reproduce the official letter using MS Word with the font type “Verdana” as per
the format and guidelines given below and save the file in correct format,
Perform the following as per the sample.

Font Size “16”>

Double line spacing—>

Font Size “12”>

Social Security Benefits

Employees covered under thesScheme are entitled
to medical facilities for self and dependants. They
are also entitled to cash benefits in the event
of specified contingencies resulting in loss of
wages or earning capacity. ‘The insured women
are entitled to maternity benefits, for confinement.
Where death of an‘insured employeeoccurred due
to employmentrinjury or occupational disease, the
dependents’ are entitled to family» pension - the
dependents’ \benefits. Various other benefits
that othe ‘insured employees and their
dependants are entitled to, are provided
under ESI Scheme.

Question C

MS-Excel
Marks-20

Reproduce the following data in the Ms-Excel sheet with Center alignment, Bold
, Grid line, bold outside barder and Perform the Calculation using formula in Ms

-Excel sheet.
Name A B Total (A+B)
E 4800 | 6000
F 5000 | 4500
G 5800 | 5000
H 4600 | 3200

a) Create the Excel sheet using Ms-Excel. Reproduce the heading of each of the
column as mentioned in the Sample. All the heading should in Bold.
b) Calculate the total of A and B using the formula in the desired cell.
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