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PR S e FEe A

Roll Number
(As per Admit card) Post: Machine Operator (Multilith-cum-Photocopier)

(Skill Test)

Time Allowed: One Hour Set-1 Maximum Marks : 100

1)

2)

3)

4)

5)
6)

INSTRUCTIONS

IMMEDIATELY AFTER THE COMMENCEMENT OF THE EXAMINATION, YOU SHOULD CHECK
THAT THIS TEST BOOKLET DOES NOT HAVE ANY UNPRINTED OR TORN OR MISSING PAGES
OR ITEMS, ETC. IF SO, GET IT REPLACED BY A COMPLETE TEST BOOKLET, IT CONTAINS
TOTAL 10 PAGES.

Please note that it is the candidate's responsibility to fill in the Roll Number carefully and without any
omission or discrepancy at the appropriate places in this booklet and the submitted signed Laser
Printouts as per the requirements of the Question. Any omission/discrepancy will render this Answer
Sheet/Laser Printout liable for rejection.

This Test Booklet contains 06 questions/tests. Each question is printed both in Hindi and English. SEE
DIRECTIONS AND DETAILED INSTRUCTIONS AS GIVEN INSIDE OF THIS BOOKLET
AGAINST EACH QUESTION. HOWEVER, QUESTIONWISE INSTRUCTIONS ARE ALSO
GIVEN BELOW FOR QUICK REFERENCE: ’

Q.1. You have to answer this question in this booklet only in the space provided.

Q.2. You are required to use Excel Programme and perform the tasks as given and then Save the
workbook on the desktop screen as "Excel_Test_your Roll No.xIsx"

Q.3. You have to Create a format of a given task as per instructions (whose soft copy of the text
is available on your computer desktop at the right-hand top corner in an Input Material Folder),
and mention your Roll No. and Post Name at the end of the given task. Afterwards, give a
Print command and submit this Printout duly signed.

Q4. You have to Create Two slides PowerPoint presentation with Transitions on the text, a soft
copy of which is available on your desktop in a folder (Input material). You have to use suitable
fonts, type size and colour scheme. Apply a consistent theme to the entire presentation. Place
your PowerPoint presentation file (your Roll No. as file name) on the desktop in a New
Folder (your Roll No. as Folder Name).

Q.5. You are tasked to open a web browser, navigate to the given website, find and access the
required document as asked for and print on LAN Printer/Photocopier, the said Page of that
document. Please mention your Roll No. and sign the Printout before submission.

Q.6. Look for the Colour Pdf file “Colour Test” at the right-hand top corner screen of the Computer
Desktop provided to you and enter the numbers that you see in the corresponding boxes in
the black and white printout given to you with this booklet.

After you have completed filling in all your responses on this booklet with your Laser Printouts and the
examination has concluded, you should hand over to the Invigilator the Answer Test Booklet and your
Laser Printouts, ensuring putting your Roll No. on each page duly Signed.

Sheets for rough work are appended in the Test Booklet at the end.

In case of any ambiguity in translation of any question, the English version of question paper will be treated
as final.




Skill Test-Post of Machine Operator (Multilith-cum-Photocopier)

Time: 1 Hour ‘ Total 100 marks
Set-1

Test 1 (10+10 marks)

(10 minutes)

A) The number of sheets of paper available for making notebooks is 75,000. Each sheet

makes 8 pages of a notebook. Each notebook contains 200 pages. How many notebooks
can be made from the paper available?

WW%WWW@%M@W7S,OOO?IW%WW
dAlcgs & 8 Ys& T g1 Yo wlegsh H 200 IS5 | 3T HrT F fohetedr
A TS ST Fhr 82

Answer notebooks.

B) An upright photograph measuring 4”’x8” is to be reproduced in a column
width of 3” of the page. Find out the size of the image in print:

4x8" T AT T A AR B g5 F 3 A e awr o F P
wEqd fohar ST &1 e & qedR & 3R 9ar i3

Answer




Test 2 ' (15 marks)

(5 minutes)

You are required to use Excel Programme. Open a blank workbook and perform the following
tasks:

- Enter the following data in cells A1 to B5:

Item Quantity
Apple 10
Banana 5
Orange 8
Mango

a) Calculate the total quantity using a formula in cell C6.
b) Apply a border to the cells Al to C6.

Save the workbook on the desktop screen as "Excel Test_your Roll No.xIsx"

JTIHT TFAS T T ST HAT ¢l T Rerd wd-qieas @el 3R fAedfafad w4
T

Tl A1 & B5 & rAfaf@a a1 gaf &y

g HTHT
A 10
hell 5
AR 8
Elrs) 4

a) Al C6 # U §F HT IYANT Hileh FHol AT Sl I0TAT |
b) ¥ A1 & C6 T dis oeny|

- H SERCT Thld I¢ "Excel_Test_your Roll No.xlsx" & &9 # @esl



Test 3 (15+5 marks)

(15 minutes)

1. Create a format of business letter for writing to your approved Paper Supplier for
Photocopy Machine, using the following text in MS Word software (the soft copy of
the text is available on your computer desktop at the right-hand top corner in an Input
Material Folder) in A4 page size giving appropriate margins, using suitable type size &
fonts and other parameters.

2. Mention your Roll No. and Post Name at the end of the letter.

3. Afterwards, give a Print command and submit this Printout duly signed.

1. =faf@a tore (e @1 dite AT 396 FIeY SERed W GIv Y Hle W
gaIqe HEAYSMS WiesT # 3UY §) H IUANT Fd gU, BreIHd A7l & faw o
HYes I Foas3n &l fows & fov egraaf@s oo & th ey, (58 395+
YFR & 259 R Wi UF 3T AGS H AT wh 3T Aol g §U A4
IS IR H TATH 95 TFedW H) FA10]

2. 99 & 3T H 39T U AR AR 9 AT F Ieel@ A

3. @15 #, fic A5 ¢ 3K 57 Mieamse W swmR & gegd Hil

“Subject: Enquiry about the progress of supply of A4 and A3 size/ both 80 GSM Paper.
Ref.:-(i) Your letter No. DEF/G/Z Co. Ltd./2023, dated 12th July, 2023. (ii) Your letter
No. DEF/G/Z Co. Ltd./2023, dated 14th July, 2023. _

Dear Sir,With reference to the above subject, you are requested to let us know the
following:

- Quantity of packets of paper of each size ready for despatch.
- Remaining quantity of packets yet to be packed.

- Date of despatch of the packets of paper of each size.

We would like to inform you that you are already late by two weeks. As per clause X
(b) of the agreement a fine of Rs. 100/- per day will be charged for delay in completion
of the assignment. Kindly treat this matter as most urgent and send us the material
immediately. Yours sincerely”




Test 4 (20 marks)
(20 minutes)

Create Two slides PowerPoint presentation with Transitions on the following text using
suitable fonts, type size and colour scheme. Apply a consistent theme to the entire presentation.
Place your PowerPoint presentation file (your Roll No. as file name) on the desktop.

T 6 W Zifeee & WY &) TS qraRtiee Jeree STt R 3TE Wiee,
TR IR AR T Al 1 39T R g1l @9ut segfaetor & ue gaerd faweaeq
() o] F| AT TTEIEe YoleAd WS (B AT F ®I H 39T AT AR)
ST W |

Use this Text for Slides which is available on your desktop in a folder (Input material)

e Title: "Perfecting the Binding"
Sub-title: "Choosing the Right Binding Style"

o Text Matter:
Binding styles impact the book's durability and overall aesthetics, influencing
reader perception.

Analysing various binding options, such as perfect binding, hardcover, and
saddle-stitching.

Highlighting the significance of finishing touches, such as embossing and foil
stamping, in enhancing the book's visual appeal. -




Test 5 (15 marks)

(8 minutes)

You are tasked to open a web browser, navigate to website of ‘NIEPA’, find and access
document Annual Report 2021-22 (English) under the tab heading Research/Publication and
then Publications, and finally, print on LAN Printer/Photocopier, the Page Number 4 of that
document with a 10% reduction. Please mention your Roll No. and sign the Print out before
submission.

HIIRT T A STIR Tieret, 'NIEPA! #7 deT8e R AT 9, STHUE/THERE 3R
g MY aret &9 & dgd e&drae afies RUlE 2021-22 (3ish) FI @i 3k veaw
YT T 1 WlT IR B, 3R 3T H, 3@ A & Y56 HEAT 4 H 10% FHeldr & @y
LAN fiet/mieistar W fe wi Huar fic 3mse @ 3 U da o 3R s &
¥ gl gEARR |




Test 6 (10 marks)

(2 minutes)

Look for the Colour Pdf file “Colour Test” at the right-hand top corner screen of the Computer
Desktop provided to you and enter the numbers that you see in the corresponding boxes in this
black and white printout given to you.

AT TaTT HT TG HOYeY sTRST Thlet # gl Afif Hd W FeX NETE wgd "Fer
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