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S.No. Test Marks

1.

Text fonnatting test: A rough text typed in English of about 500 words in
Micro Soft word txt file will be given to the candidates to fonnat the text
with proper paragraph, indent or any other fonnatting mode as require and
print the text.

4

2.

Spread sheet preparation test: A simple data entry problem having 5 data

fields (heading) and l0 data (in raw) in printed paper will be given to the
candidates to make into the spread sheet (Excel) that requires to use simple
Excel functions, fonnatting the page as required and print.
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Note:

i. The Printed page of test 1 and2 above is taken for examining the skill of the candidates.

ii. The test require to provide the competitors desktop computer with MS office setup and
printing facility.

iii. Before taking the test invigilator should provide necessary instruction to the candidates.
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