SAMPLE COMPUTER SKILL TEST QUESTION PAPER ENGLISH

Q‘TFU{I?ET I GN&T (COMPUTER SKILL TEST)

Total Time Allowed: 30 Minutes Maximum Total Marks: 50

FfY & v gmea [l

GENERAL INSTRUCTIONS TO THE CANDIDATES

. The computer skill test examines the computer proficiency and knowledge of computer including usage
of office suites and databases for which questions pertaining to a letter/passage/ paragraph of about
150-200 words in MS-Word, Power Point Presentation slides in MS-Power Point and Table in MS-
Excel will have to be answered/reproduced within the time limits.

HTYEY M GUET HTYeX I E&TAT 3R HYR & A & HY-TTY HATGT Fed 3R ST

1 ST Y & o fov vATE g8 & o@rster 150-200 Al & qH/3Ieoe, TATH-IER dige 3R
THUH-UFHA & ¢aol Hl AT THAT & AR Sa1e ST gren/ fAFqor et gl |

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

HYET Ml GUETOT Fel 50 37hT 1 3R 30 fAwre & rafer «r gram|

. The Qualifying Marks in the Computer Skill Test shall be 17 irrespective of marks obtained in
each part for all categories.

hegey Fher T¥C # Qualifying Marks @31 @it & T &l 17 30§ Tcdeh o191 & WIed 37hi &l
Gricrel

. Candidate should mention their Name and Roll No. on the top right side of each of the page of their
individual files pertaining to MS- Power Point (By inserting a Text Box), MS-Word and MS- Excel
sheet/work sheet/table.

3FAICAR & THUY-UTAR tEe (SFEe Si9g o TiEATad i), THTH a5 3R TATH Tadd 99 /
S 9=/ diferl @ HaRId ATl ITFATd BlSell & Tedeh 56 & FW a5 3R 3T of1F 3R
AT X T 3ol FLAT AMRYI |

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

3FAIGAR GaRT Je$ I8 THTH-TIGY UIsc HIsel &l “Roll. No.-question- no.” #TH & AF foham ST
ART (3eTeR0T & TIT: 110036-A.ppt)

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

3FAIGAR GaRT Jolls 35 TATH ds WISl &l “Roll. No.-question- no.” aTH & &g fohar e anfgw
(3eTeXuT & ToIw: 110036-B.doc) |

. The Excel sheet file created by the candidate should be saved with file name as “Roll. No.-question-
no.” (For Example: 110036-C.xIs).

3FAIGAR GaRT R & 35 TATH-TFHA HIgel @l “Roll. No.-question- no.” aTH & &g fhar Smar
eV (3eTeX0T & forw: 110036-C.xls) |

. If the computer goes out of order, the candidate should not shout or disturb others, but should remain
seated quietly and inform the Invigilator.

e Feger @ g1 S g, d 3FAIGAR T gE P RAA g FLAT AMGT, HAT IIT FSHT
fAfieteh &1 gRIa s =@nfgel

. After completing Computer Skill Test, candidates should not re-type the text. If spare time is available
candidates should utilize the time for checking the typed script and making corrections.

HePeY [Ehel TFC QU FA & dle, 3FAIGART &1 e T & g1 forwem =ifew| afe @rel qo
3 g ol 3FACART HT gUREhee AR FUR el & fIT THT &1 3YANT FAT AT
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SAMPLE COMPUTER SKILL TEST QUESTION PAPER ENGLISH

10. When the printout of the passage typed by him/her is given, he/she must write his/her roll no.
and name on each page, sign and handover to the invigilator.

9 3% gaRT BT T AT Y91 F1 Neamse A I1ar ¥ @ 37 9@F 76 W AT A AR,
a# forEen aifge 3t granR @ Fdes F digar ok
11. Carrying of Calculators, Slide Rules, Mobiles, Smart Watches or any such device inside the
Examination Hall is strictly prohibited.
TETT el H Holholcl, TASS &, HlGIS, THE did IT THT HI$ SYRIOT ATl dioiel g
12. Immediately after the Computer Skill Test is over, the candidate will have to write in his/her own
handwriting one paragraph of about 50-60 words from the passage/text given under Section-B

i.e. MS-Word on a separate sheet and will have to put his /her name, Roll No. and signature at
the end.

FYR Rwd T oA g I F T 916, 3FAIGAR FT I THUH-I5 F ded QU 77 AT &
FIHI 50-60 usel H YA Fa¥ i f@ae A v W fr@ar g dd F ¥ 9T a1, AT
daX fo@s aifgd a7 g F g

13. Candidates must return Answer Scripts/Answer Sheets to the Invigilator. They should not take the

Answer Script/Answer Sheets or any blank typing paper out of the Examination Hall. Candidates
should not tear any sheet given to them.

3FHIGAR & A 3o f&Fee / 3aX 93 A1 08T &1 ar9d ST glem| 306 96T gl § 3%
fEhee / 3R 93 a1 fonelt off Rerd Sohor 9m &1 AT o STl A1fgv| 3FAGaRT & 3e¢ QU 0
fRaY off efic &1 A6T wisa arfeu|

14. Every candidate will be supplied with a photo bearing Attendance Sheet with his/her Roll number.
He/she will be required to sign it and put his/her Left Hand Thump impression before the beginning of
the Test.
Ul 3FHIGAR I 3T AT AT & HY Teh dEdR drell 3esd e & Smesf| e & g&snd &
Uge 3 3H TN gEARR e 3R 38E 910 1Y F 0[S HT AT 9T g

15. Candidates shall not be permitted to leave the Examination Hall until the expiry of the Test. On

completion of test, they shall remain seated at their desks until their scripts/answer sheet are collected
and accounted for. They must not type, write or erase after the expiry of allotted time.

3FHICART &l ¢ dI FACH ooh GUET §leT BISA T ITAT gl &1 S| qleT & QW g |,
T YA 3TF W IS I oI deh [oh 3ADT Tt / ITRYAH HI Tehiad gl Tl ST § R IaTehr
R 71EF & o S &1 3mdfed gHT Y AT & 96 3o¢ ey, fawer ar e @g @rRu
16. Silence must be observed in the Examination Hall. Smoking/chewing tobacco in the Examination Hall
is strictly prohibited.
o0ET giel # HleT & €A IW@T STl =AM T| & glel H GHUA / Aol dTell dellh T Aol HE
EIECY
17. Candidates must abide by further instructions, if any, which may be given to them by the Invigilators and

Supervisor. If any candidate fails to do so or indulges in disorderly or improper conduct he/she will render
himself/herself liable to expulsion from the Test or such other penalty as the ESIC may deem fit.

3FHIGART T 37 T AR ST ITeled AT @M, S 3o fAdeTent 3R gddeTe garT il S| 3PR
HIg SFACAR TAT a3 & el TGl § AT UATASTAS AT eI 3Hreror # oo 9 Srar & o
g TRt ¥ AshiNg fFaT ST Fohdl § / IT 3T &3 S8 SuEamsdr 3T gasy &1 a7 giem|
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SAMPLE COMPUTER SKILL TEST QUESTION PAPER ENGLISH

PART — A (MS Power Point)
Question: A Marks: 10

Create a Power Point Presentation comprising the content as mentioned in the sample slides
with formatting (Bold, Underlining, Italics, Alignment) and following guidelines: -

2 Power Point Slides using the Slide Type — Title and Content having 2 sections “Add Title” and

“Add Text”. The text/content should be aligned as per the sample slide.

Slide-1
a) Slide 1 - Reproduce the content as mentioned in the sample Slide 1 below by using
“Tahoma” as the font type for both “Title” as well as “Text” along with the font size of
“50 point” for the Title and the font size of "32 point” for the “"Text”. The title should
be in "Bold” also. The formatting (Bold, Normal, Underline and Italics) need to be carried
out as per the text given in the sample Slides 1.
b) Insert Footer with text "COMPUTER SKILL TEST” and Slide Number to be applied to
both the Slides as per the text given in the sample Slides 1 & 2 hereunder.

Sample Slide - 1

ESIC AT A GLANCE
e

State / U.T. covered 33 34

No. of Employees 2.93 Crore 3.11 Crore

No. of Insured 3.19 Crore 3.43 Crore

Persons
Total number of 12.40 Crore 13.32 Crore
beneficiaries
[« [p— ;
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Slide - 2
a) Slide 2 - Reproduce the content as mentioned in the sample Slide 2 below by using
“Tahoma” as the font type for both “Title” as well as "Text/Table” along with the font
size of “50 point” for the Title and the font size of “32 point” for the “Text/Table".
The title should be in “Bold” also. The formatting (Bold, Normal, Underline and Italics)

need to be carried out as per the text given in the sample Slides 2.
b) Insert Footer with text "COMPUTER SKILL TEST” and Slide Number to be applied to
both the Slides as per the text given in the sample Slides 1 & 2 hereunder.
Sample Slide 2

Name
Roll No

Revenue Income and Out-Go of ESIC

=== Particulars 2016-17 2017-18
| Rs. in Crores Rs. In Crores)

Revenue Income 16852.38 23480.37
Revenue 9727.71 9161.36
Expenditure
Computer SKill Test 2
Blo-—m - ceacoecam -]
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Question: B

SAMPLE COMPUTER SKILL TEST QUESTION PAPER ENGLISH

PART - B (MS-WORD)
Marks: 20

Reproduce the text using MS word with the font type “Tahoma” as per the format and guidelines
given below and save the file in correct format, perform the following as per given text.
Note: All text is in font type of "Tahoma”, Alignment of each Paragraph is to be done

as given.

Insert a Text Box
Font Size “20”
Alignment — Center

Font Size “12"
Single Line spacing
Alignment — Left

Font size 10"
Double Line
Spacing
Alignment -Justify

Font size “10”
1.5 Line Spacing
Alignment -Justify

Font size 13"
Line Spacing - At
least 12 Point
Alignment -Right

Paragraph to be typed according to instructions

Roll No- XX0000KKXKXXX
Name XXXXXXXXX

AIM OF EDUCATION

Some people think that the aim of education is merely to acquire
knowledge. These people want students to read books, books, books, and
do nothing else but add to their knowledge.

Others believe that knowledge alone is enough; only that which enables a
man to earn his living can be called education. Such people think that
bread is more important than-anything else. Still others believe that
education should aim solely at making good citizens and good patriots.

All these people see only one of the several purposes of education. As a
matter of fact, education Should aim at all these three things together
should give them knowledge make them self-reliant and able to serve
others.

Education should not produce citizens who, while they love their own
freedom, take away the freedom of others. It should produce men who love
their own country but who do not want to harm other countries.

Insert Page Number
at the Bottom of the
Page as given in this
paragraph

Page 1 of 1
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PART — C (MS — Excel)
Question - C Marks: 20

Reproduce the following data in the MS-Excel Sheet with Centre Alignment, Bold, Grid line,
outside border and perform the calculation using formula in MS — Excel Sheet. Use "Calibri” as
the font type and font size of “12 point” for both "Column Headings” as well as “Text/Table".

Expenditure on Medical Benefits and Cash Benefits during the period 2015--2018

1 2 3 4 5 6
Year Medical Cash Benefit Total Difference Percentage
Benefit Expenditure | expenditure between of Medical
Expenditure Medical Benefit

Benefit and Expenditure
Cash Benefit to Total
Expenditure | Expenditure

2015 5714.34 681.97
2016 6112.97 703.98
2017 6256.97 1517.93
2018 6867.37 642.84
(a) Reproduce the heading of each of the column as mentioned above. All the headings should be in

“Bold” form.

(b) Calculate the Total of Medical Benefit Expenditure and Cash benefit Expenditure using the
formula in the desired cell up to two decimal places.

(© Calculate the Difference of Medical Benefit Expenditure and Cash benefit Expenditure
using the formula in the desired cell upto two decimal places.

(d) Calculate the Percentage of Medical Benefit Expenditure to Total Expenditure using the
formula in the desired cell upto two decimal places.

(e) Below the above Table in MS-Excel insert a Column Chart (2-D Clustered Column Chart) by selecting
Column 1 to 6 of the Table.

) Set the View of the MS-Excel Sheet at Page Break Preview and Page Layout at Size — A-4, Orientation
— Landscape, Margin — Narrow etc. so that the matter reproduced by them can be printed
on single sheet.
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