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GOVERNMENT OF NAGALAND 

NAGALAND STAFF SELECTION BOARD 

KOHIMA:NAGALAND 

 

IMPORTANT GUIDELINES FOR THE COMPUTER PROFICIENCY TEST: 

In  reference to the Notification No. NSSB/EXAM-4/CSRE/36/2025/21 Dated 5th 

February 2026 the CPT examination will consist of three Modules in the following 

manner:  

i) Word Typing Test (200 key depression) : 5 mins (20 marks)  

ii) Letter writing : 3 mins (10 marks) in MS office Word 

iii) Test in spread sheets on MS office Excel: :7 mins (20 marks)  

 

 User interface guidelines for the candidates to follow during the CPT 

examination: 

i) Word Typing Test User interface: 5 mins (20 marks)  

 

 

1. Before starting the typing test, please check your keyboard by typing in the 

green space as shown. 

2. Once it is tested, candidate can proceed by entering the Roll Number, 

Password. 

3. Login Pin will be given in the exam hall before the start of the Test. 
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4. After login, a set of instructions will be shown. Candidates should read it 

properly and press the Start English Demo icon located at the bottom of the 

screen as shown above. 

 

 

 
5. Before proceeding with the typing test, candidates will be asked to check all 

the keys of the keyboard by typing the sentences as shown.  

6. After that, candidates should check the box to proceed with the test. 

 

7. Candidate are to  click the check box and click the  “I am ready to begin “  

icon for the test to commence. 
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8. The candidate should start typing the passage as shown and once the typing 

is done, click the end typing test to submit the test. 

 

Following keys in the computer will be disabled in the “Typing test” 

environment: 

• ENTER KEY 

• ESC KEY 

• All Function Keys (F1 to F12) 

• Drag-Drop 

• Copy-Paste 

• Windows Key (Left & Right) 

• CTRL Key (Ctrl + C & Ctrl+V) 

• Alt + F4 

• Insert Key 

• Delete Key 

• Home Key 

• End  key 

• Page Up key 

• Page Down key 

1. Additionally, the following features will also be disabled/inaccessible: 

• The Menu bar in Internet Explorer will not be accessible. 

• The Secure Browser window will not be allowed to be closed. 

• The Secure Browser Navigation buttons will be disabled 
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ii) User interface for Letter writing and excel sheet using MS office: 

i) Letter writing using MS office Word : 3 mins (10 marks)  

ii) Test in spread sheets using MS office Excel: :7 mins (20 marks)  

1. The test will be conducted using Microsoft Office suite on the Windows  platform.  

2. The marks allotted to each question will be indicated. There is no negative marking.  

3. In case of a computer malfunction, candidates should remain seated quietly and 

inform the invigilator without causing disturbance.  

4. Each file is automatically generated and saved using your Roll Number.  

5. Do not rename the file under any circumstances.  

6. Your Roll Number and Name will appear by default in the file 

header—do not remove or edit this information. 

7. While   typing   the   answer  on    the  MS   Word  and  MS  Excel, 

press CTRL + S frequently to save your work, without doing so your 

test will not be saved. Do not use "Save As" at any point.  

 

 

Note: Please ensure to enter correct Roll Number, password and PIN. Password and 

PIN will be shared before the examination. After filling in all the required details, click 

“Submit” to begin the examination. 
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Note: Press the start Exam icon to begin the examination. 

 

 

Note: You will see the Word, Excel files. Click on the icon to open the  file and answer 

the questions as instructed. Timer will begin as soon as you open the file with 

additional 10 secs to acclimatised with the system. 

You may choose which file to open first; however, you must complete all required 

work in that file before proceeding to the next. Save your progress frequently using 

Ctrl + S. Under no circumstances should the “Save As” option be used. 

The Timer for  MS office Word and MS office Excel will be set together (10 mins 10 

secs) so it is upto the candidates to utilise the timing accordingly but it is advisable to 

keep MS office word for 3 mins and MS office Excel for 7 mins. 
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Note: By clicking on the Word file icon, your file will open in 2–3 seconds. You 

must answer the question in the file and save your work using Ctrl + S. Once 

completed, close the file and then open the next file (Excel). Follow the same 

process for Excel file. 

 

Note: The Excel module exam will begin, and the timer will be displayed in the 

top-right corner (Total Exam Duration Left) of the screen. While working on the 

file, make sure to save your progress regularly by pressing Ctrl + S.  
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Note: After completing all modules of the exam, a message will appear saying 

"Exam Completed Successfully." Click on the "OK" button to confirm and finalize 

your submission.  

 

 

 

 

 

 

 

 

        


