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Instructions to Candidates

1. S Y e (CPT) 9 T, Bie-3fie, Wige s 31fe § JeurdT s 3Teher St |
WSS H Teh 98 <) esfun shvan 3= 98 Naf weerdrsst e 2, e-3fie &
I, greriEe IS <Al dard 3T Heftrd veerETes S fortt shrterd o amr fea-ufafea <

TS H IS & |

The Computer Proficiency Test (CPT) will judge proficiency in Word Processing,
Spreadsheet, Generation of Slides etc. Exercises will include Typing of a passage and/or
other word processing exercises, preparation of spreadsheet, preparation of PowerPoint

Presentation and related exercises which are required in the normal day-to-day functioning
of an Office.

2. IR w1 CPT % S fmforfaa weod ot g1
The candidates are required to undertake the following steps during CPT :
Step 1.  T¥H-UF Ted i 3TR 34 U¢ |

Receive the Question Paper and Read it.

Step 2. TGITl I Ued & w1 FIYX B W fou M foies & woww 98, woud qrEwuiEe 3R
THUH TS H15A SRS Hhicel H SIS i  YUfard i |

Download the MS Word, MS PowerPoint and MS Excel file from the link on

computer screen after reading the instructions, in the Download folder and Save
it.

Step 3.  W¥H-UH o AR THEHTSS I h |

Complete the exercise as per the Question Paper.

Step 4.  TFITHTSS! YUl i o H¢ UHUH 98, THUH YTaRHTEe 3 THUH THiet e ST9els & |

Upload MS Word, MS PowerPoint & MS Excel sheet after performing the
exercise.

Note : Toret oft Tepiiehl T & TSy 1, 31l I fope /STt woehs &l SRae
i 3R ATATS A o Toiq Fiereh <t TgmraT o Tehd & |

In case of any technical problems, candidates may seek the assistance of
the invigilator for downloading and uploading of the answer script.
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10.

11.

12.

13.

AR T GATg < St 2 T 3 gl 1 shadl “S3AAIE Wiesl” H & a i, 9@ i CPT
ATt SHHTel/HR BhA T feu e feet “greaeie w8 w4 fafde 7 |

Candidates are advised to save the files in the “Download folder” only as specified on the
CPT software console/computer screen “How to Download” instructions.

Aweff S i S foret it WISt 1 I T e, Fifh AT % e fien ferdt ot
AT St TS WIS i THR T ST |

Candidate must not rename any of the downloaded files, as system will not accept any
renamed file during uploading.

31t 1 CPT ATFRR HlA /SRl BhiH W feu mu aeft Fder sreram wlien g w wlian
SAfereRTiEt gamr feu e at fEeT 1 379%™ Ut ST B |

Candidate must follow all the instructions given on the CPT software console/computer
screen or all the instructions provided by the exam officials at the test center.

g Teftord wian 60 fire <t srafyr it erft | 30 guy ey & w1e Wwisel Ui &l hl S
gehdl | 3ETeTT, 3N v fce g & Hidt wiget 3T9eiie ST e § |

This Proficiency test will be of 60 minutes duration. Files cannot be uploaded beyond this
time period. Hence, candidates are required to upload the files within the specified time.

et 1 wieTT ohg, Bied U U8 YeH-U3 bl 08Tk bl IT9E AT 81T |

Candidate must return the Question Paper to the Invigilator before leaving the venue.

arreff o oA, Fider a1 18 3 Tt g vt et o sret T o S = |

Candidate should not take either the Question Paper, Instructions or any other blank page
out of the Examination Hall.

fier w1 37 41 71 hIg o 3fe T8 wreHt =nfey |

Candidates should not tear any sheet given to them.

1A bt 3ot wien gt € % 9TE a9 deh §S TeT B, e %k foh 3¢ ST hi STAfT T
firet s |

Candidates must remain seated after completion of their test, until allowed to leave.

areeff =1 wdien gia § wifa s et Bl o wdter <hg o wdien ek o fAEE T aTem
AT B |

Candidate must observe silence in the Examination Hall and abide by the instructions of
the test administrator of the test centre.

Ife 15 neff Ieara a1 Sgfaa 3o e 7, @1 38 wler | frsswriad fomam S gehdr & qe
I % dad 34h foeg 317 CSTeHeh hIiaTs ot &l 1 Hehell 2 |

If any candidate indulges in disorderly or improper conduct, he/she will be liable to
expulsion from the Test along with any other punitive actions as warranted under law.

g aneff, S ThEe % A1 iawe w9 % fore e 7, 3% wden % ufd ' W 20 fime
Fferfeer Tua e s |

Those Candidates with scribe, who are eligible for compensatory time, will be given extra
time of 20 minutes per hour of examination.
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This Paper consists of Three Sections :

Section — A : (Microsoft Word) : (40 Marks)
Section — B : (Microsoft PowerPoint) : (30 Marks)
Section — C : (Microsoft Excel) : (30 Marks)
Section — A
(Microsoft Word) (40 Marks)

Instruction :
Create a Word document with guidelines provided below.

1. Set up the page layout as per the instructions given below : (4 Marks)
Set the margins as follows :
(i) Top: 1.25 inches (3.18 cm) 1
(i) Bottom: 1.25 inches (3.18 cm) 1
(ii1) Left: 1.75 inches (4.45 cm) 1
(iv) Right : 1.75 inches (4.45 cm) 1
2. (a) Create a numbered list of the following points : (3 Marks)
Note : 0.5 mark will be deducted for each typing error (e.g., spelling
mistakes, omissions, or extra characters) up to a maximum of 3 marks.
A.  Cloud computing and software-as-a-service (SaaS) adoption
B. Implementation of artificial intelligence and machine learning
C. Data analytics and business intelligence
D. Internet of Things (IoT) integration
E. Cybersecurity and data protection measures
(b) Format the numbered list as per the instructions given below : (3 Marks)
(1)  Use uppercase letters (A, B, C, etc.) for the numbering style. 1
(i)  Use the font style (Tahoma) and size (10.5) for the numbered list. 1
(i) Align the numbered list to the left of the page with a 0.6 inch (1.52 cm)
left indent and 0.3 inch (0.76 cm) hanging indent. 1
3. Insert the Header and Footer as per the instructions given below : (1 Mark)
Insert a footer with the current date center-aligned and the text “Digital
Transformation CRT” right-aligned. Apply italics to both. 1
4. (a) Type the following passage in Microsoft Word, adhering to the
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instructions provided below the passage : (9 Marks)
Note: 0.5 mark will be deducted for each typing error (e.g., spelling
mistakes, omissions, or extra characters) up to a maximum of 9 marks.
Digital Transformation : Reshaping the Business Landscape

Digital transformation has become a critical imperative for businesses across
all sectors, driving innovation and reshaping traditional operational models.
This comprehensive shift involves leveraging digital technologies to create
new — or modify existing — business processes, culture, and customer
experiences to meet changing business and market requirements.

At the heart of digital transformation is the adoption of cloud computing.
Cloud-based services offer scalability, flexibility, and cost-effectiveness,
allowing businesses to rapidly deploy new applications and services without
significant upfront infrastructure investments.
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(b)

(c)

(d)

5. (a)

(b)
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Artificial Intelligence (AI) and Machine Learning (ML) are revolutionizing
decision-making processes and customer interactions. From predictive
analytics to chatbots, these technologies are enhancing efficiency and
providing personalized experiences at scale.

The Internet of Things (IoT) is connecting devices and systems, generating vast
amounts of data that can be harnessed for improved operations and customer
insights.  This interconnectedness is particularly transformative in
manufacturing, logistics, and smart city initiatives.

Data analytics and business intelligence tools are empowering organizations to make
data-driven decisions. By turning raw data into actionable insights, businesses can
optimize processes, predict trends, and gain a competitive edge in the market.

As companies become more digitally dependent, cybersecurity becomes
paramount. Robust security measures and data protection strategies are
essential to safeguard sensitive information and maintain customer trust.

Do the font setting as per the instructions given below : (2 Marks)
(a) Use font Tahoma throughout the document. 1
(b) Font size : 10.5 1
Do the Paragraph Settings as per the instructions given below : (3 Marks)
(a) Set the line spacing to 1.25 for all paragraphs. 1

(b) Add aspace after each paragraph by setting the “After” spacing to 7 points. 1

(c¢) Indent the first line of each paragraph by 0.35 inch (0.89 cm). 1
Do the Additional Paragraph formatting as per the instructions given
below : (7 Marks)
(a) Apply bold and Underline to the title “Digital Transformation: Reshaping

the Business Landscape”. Also center-align the title with font size 14. 4
(b) Bold and italicize the words “cloud computing” in the passage. 1
(¢)  Underline and strikethrough “Internet of Things (IoT)” in the passage. 1
(d) Justify all the paragraphs. 1
Create a table with the following data : (3 Marks)

Note : 0.5 mark will be deducted for each typing error (e.g., spelling

mistakes, omissions, or extra characters) up to a maximum of 3 marks.
Technology Business Impact Implementation Challenge
Cloud Scalability, Cost Reduction | Data Migration, Security Concerns
Computing
AI/ML Process Automation, Skill Gap, Data Quality
Predictive Analytics
[oT Real-time Monitoring, Device Management, Data
Operational Efficiency Overload
Blockchain | Enhanced Security, Regulatory Compliance,
Transparency Interoperability
Format the table as per the instructions given below : (5 Marks)
(i)  Use the font style (Tahoma) and size (10.5) for the table. 1
(i) Apply a double border to the header row and a single border to all other
cells of the table. 1
(iii) Left-align the table on the page. 1
(iv) Align the text within the table cells as follows : 2

Header row : Center-align both horizontally and vertically and apply bold
and Light Orange colour fill.
Data rows : Left-align horizontally and center-align vertically.
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Instructions :

Section — B
(Microsoft PowerPoint)

(30 Marks)

Create a PowerPoint presentation on the topic “Smartphone Market

Trends” following the guidelines provided below. The presentation should

consist of a maximum of 3 slides.

Compulsory Identification Requirement : All candidates must include their name and
roll number on each slide. The name and roll number should be placed on the right side of
each slide in the box for identification purposes. Sample shown in layout of each slide. It
contains zero marks. Use Fonts: Rockwell, Size 12 for identification requirements.

Note : 0.5 mark will be deducted for each typing error (e.g., spelling mistakes,

omissions, or extra characters) up to a maximum for each task.

1. Design the Introduction Slide as per the instructions given below : (8 Marks)
(a) Use the “Title and Subtitle” layout. 1
(b)  Set the title text to “Smartphone Market Trends: 2023 Analysis”. 1
(c)  Use the font Rockwell (Bold), size 40, and right-align the text. 2
(d) Add a subtitle : “Exploring Global Sales and Market Share”. 1
(e) Use the font Rockwell (Italic), size 24, and right-align the text. 2
(f) Insert a black filled diamond shape to the top right side of the slide. 1

Note : Here’s an example layout of how the 1% slide might look in the

PowerPoint.

Smartphone Market Trends: 2023
Analysis
Exploring Global Sales and Market Share

Candidate Name: ABCDEFGH [JKLMNO
Candidate’s Roll Number: 0XXXXXXXXXX0

2. Create the Market Share Analysis Slide as per the instructions given below : (14 Marks)
(a) Use the “Title and Content” layout for the slide. 1
(b) Set the title text to “Global Smartphone Market Share 2023”. 1
(c) Use the font Rockwell (Bold), size 36, and center-align the text. 2
(d) Insert a table with the following data : 6
Brand Q1 Share | Q2 Share | Q3 Share | Q4 Share | Avg. Share
(%) (%) (%) (%) (%)
Samsung 22.5 21.8 20.9 19.7 21.2
Apple 18.3 17.5 18.9 23.4 19.5
Xiaomi 12.7 13.2 13.8 13.5 13.3
Oppo 9.8 10.2 9.7 9.4 9.8
Vivo 8.5 8.9 8.7 8.3 8.6
Others 28.2 28.4 28 25.7 27.6
Use Rockwell font, size 14, and center-align the text in the table. 2
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(e)

(a)
(b)
(c)
(d)
(e)
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Apply alternating row colours and a border to the table.
Note : Here’s an example layout of how the 2" slide might look in the

PowerPoint.

Brand
Samsung
Apple
Xiaomi
Oppo
Vivo
Others

Q1 Share (%)

225
183
12.7
9.8
85
28.2

Q2 Share (%)

21.8
17.5
13.2
10.2
8.9

28.4

Global Smartphone Market Share 2023

Q3 Share (%) Q4 Share (%)  Bwvg. Share (%)
20.9 19.7 al.2
18.9 23.4 19.6
13.8 13.5 13.3
97 9.4 9.8
8.7 8.3 8.6

28 25.7 218

Candidate Name: ABCDEFGH IJKLMNC
Candidate’s Roll Number: 0XXXXXXXXXX0

Develop the Sales Trend Slide as per the instructions given below :
Use the “Comparison” layout.

Set the title to “Quarterly Sales Trends by Brand”.

Use the font Rockwell (Bold), size 36, and left-align the text.
In the left content area, add partial circle with orange colour fill.

(8 Marks)

— N

In the right content area, make same type of bullet list using same bullets.

Font : Rockwell, Size : 18.

o Samsung leads in overall market share

O Apple shows strong Q4 performance

O  Xiaomi demonstrates consistent growth

O Oppo and Vivo maintain stable market positions
Note : Here’s an example layout of how the 3™ slide might look in the

PowerPoint

Quarterly Sales Trends by Brand

© Samsung leads in overall market share
O Apple shows strong Q4 performance
O Xiaomi d rate: i growth

O Oppo and Vivo maintain stable market
positions

Candidate Name: ABCDEFGH [JKLMNG
Candidate’s Roll Number: OXXXXXXXXXX0




Section — C
(Microsoft Excel)

Scenario : Agricultural Productivity Analysis

You are an agricultural analyst working for the Ministry of Agriculture and Farmers
Welfare in India. Your role involves analyzing crop production data to identify trends,
recognize high-performing states, and suggest areas for improvement. You will perform
several tasks related to data management and analysis using a sample crop production
dataset.

Instructions :
o Use the sample crop production dataset provided below.
. Perform each task as specified, ensuring accuracy in your calculations and
formatting.

o Create the chart within the same spreadsheet.
o Apply filtering directly to the dataset.
Crop Production Dataset

(30 Marks)

State | State Name | Crop Area Production Irrigation| Yield |Productivity
ID Type | Cultivated | (tonnes) | Coverage | (tonnes/ index
(hectares) (%) hectare)

SO01 |Punjab Wheat 3500000 | 16800000 98
S02 |Uttar Rice 5900000 | 18800000 92

Pradesh
S03 |Gujarat Cotton 2600000 8900000 85
S04 |Maharashtra |Sugarcane| 1100000 | 81400000 88
S05 |Madhya Soybean 5400000 6700000 75

Pradesh
S06 |Rajasthan  |Mustard 2800000 4300000 70
S07 |Karnataka |Ragi 650000 1300000 65
S08 |Andhra Groundnut| 1400000 2100000 80

Pradesh
S09 |West Bengal |Jute 580000 8700000 82
S10 |Tamil Nadu |Paddy 1800000 7200000 95

Avg. Max
Productivity: Irrigation:
1.  Perform the following tasks related to table creation : (11 Marks)
(a) Insert the data as shown above. 5

Note : 0.5 mark will be deducted for each typing error (e.g., spelling mistakes,
omissions, or extra characters) up to a maximum of 5 marks.

(b) Set the font type to “Calibri”, font size to 11, and align all text to the left except
for numeric columns, which should be right aligned.

(c) Apply bold and a light-yellow background colour to the header row.

(d)  Sort the data by “Production (tonnes)” in descending order.

(¢) Resize columns and rows so that all the data is visible.

() Apply a medium-thick border to the entire inserted data.
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(a)
(b)

(c)
(d)

3. Perform the Graph/chart related tasks as per the following :

(a)

(b)

QR-24

Perform the calculations as per the following :

Calculate the Yield for each state (Production divided by Area Cultivated) and
display it in the “Yield (tonnes/hectare)” column. Round to two decimal places.

Calculate the Productivity Index for each state using the formula : (Yield *
Irrigation Coverage / 100) * 10. Round to one decimal place and display it in
the “Productivity Index” column.

Calculate the average Productivity Index across all states and display it in a cell
(“Avg. Productivity :”’) below the dataset.

Find and display the highest Irrigation Coverage percentage in a cell (“Max
Irrigation :”’) below the dataset.

Create a clustered column chart with “State Name” on the X-axis and “Area
Cultivated (hectares)” and “Production (tonnes)” as two series on the Y-axis.
Use different colours for each series. (Below the table)

Add appropriate labels and title to the clustered column chart. The chart title
should be “State-wise Crop Area and Production”, the X-axis should be
labelled ““States”, and the Y-axis should be labelled “Area (ha) / Production
(tonnes)”. Include a legend for the two series.

(14 Marks)

5

(5 Marks)



