
Instruction to the Candidates for Comnrrter Proficiencv Test ' .

1. The Cornmission will provide the Computer for tl.re test

2. The Skill test in Computer Proficiency is a qualif,ing test only. It will consist of tl.rree Modules in the
following manner:

(t) Word Processing Test:2000 Key Depressions: 15 Minutes

(II) Test in spread Sheets on Microsoft Excel: 15 Minutes

(III) Test in Power Point (Microsoft Power Point): 15 Minutes

3. Candidates ale required to report to the Supervisor half-an-hour before the commencement of the test;
or at the reporling time indicated on their Admission Certificate.

4. Carrdidates are required to bring attested copies of the fbliowirrg certificate/documents along with the
originals thereof at the tir11e olty,pervriting test along with such other documents as may be prescribed by
the regional office, failing which they nray not be adrnitted to the test.

i) Matriculation of equivalent certificate in support of date of birth,

ii) Education Certificate in support of educational qualification.

, iii) SC/ST/Exs/OBC/PH certificate in the prescribed format issued by the competent authority.

iu) "No Objection" certificate ilyou are already in service.

v) Two recent passpoft size photographs.

vi) Photo bearing identification

5. Traveling and other expenses must be borne by the candiclates themselves.

6. The candidates will be required to take their seat ten minutes before commencement of the Test. If the
computer goes out of order, the candidate should not shout of disturb others, bLrt should remain seated
quietly and inform the Invigi lator.

7. Candidates should type their particirlar (Roll No. etc.) in the space provided on the screen, verily
his/her personal details on the next screen and press thc button "CONFIRM". He should familiarize
himself on the instrr-rctions available on Conrmission's website http://ssc.nic.in.

8. After completing typing of tlre running passage given for Module-l once, candidates slrourld not re-type
the passage. lf spare time is available candidates should utilize the time for checking the typescript and
making corrections.

9. When the prirrtout of tlre passage typed by him is given to him he must write his roll no. and name on
each page, sign and handover to the invigilator.



10.'lmmediately al.ter the Module-l test is over, the candidate will have to write in his/her own

handwriting one paragraph of about 50-60 words from the Data Entry passage given to him/her on a

separate sh-eet and wilihave to put his /her narne, Roll No. and signature at the end.

11. After the test of Module-l is over, candidate will be given the exercise sheet of Module-ll

(spreadsheet) which has to be conipleted in l5 minutes. The invigilator will announce the start and stop

iime of the test. The candidate has to prepare spreadsheet as per the exercise given and then save it with

file name as prescribed in the exercise sheet. Printout of the saved files should be taken thereafter and

signed by the candidate on each page with Roll number and Name clearly written on each page.

12. After the test of Module II is over, candidate will be given the exercise sheet of Module III (Power

point) which has to be completed in 15 minutes. The invigilator will announce the start and stop time of

the test. The candidate has to prepare presentation slides as per the exercise given and then save it as

instructed above as well as print the same.

13. Exercise sheets for Module-ll and Module Ill contain instructions for typing Roll number and Name

as part ofthe Excel Sheet and Power Point slide. Exercise sheet print outs without correct and clear roll

number, name and signature will not be evaluated and awarded zero marl<.

14. When the printogt of the spreadsheet/slides prepared arrd printed by him is given to him he must write

his rollno. and name on each page. sign and handover to the invigilator. Print outs without hand written

rollnumber, nat.tte atrd signatule will be re.iected outright and awarded zero marl<'

15. Candidate must return the Question Paper along with their scripts to the tnvigilator. They should not

take either the Question Paper or sclipt or any blank typing paper out of the Examination Hall. Candidates

should not tear any sheet given to them.

16. 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 Thumb impression belore the beginning of the

Test.

17. Candidates shall not be permitted to leave the Examination Hall until the expiry olthe Test.

18. On completion of test, they shall remain seated at their desks and with until their scripts are collected

and accounted for. They must not type, write or erase after the expiry of allotted time.

19, Silence must be observed in the Examination Hall.

20. Smoking/chewing tobacco in the Exan.rination Hall is strictly prohibited.

21. Candidates mr.rst abide by furrhel instructions, ilany, which rnay be given to them by the Supervisor.

If any candiclate fails to do so or indulges in disorderly or improper cclnduct he/she will render

himself/herself liable to expulsion from the Test or such other penalty as the Conrmission may deem fit.

22. Any request for change in time/date/centre olthe ConrpLrter Proficiency test will not be entertained by

the Commission under any circumstance.

23,. No exemption is available from CPT.


