
Instructions to candidates appearing for CBT examination: 

 For TEL, TEJ, TEH the candidates has to type two papers ie., Paper-I and Paper-II. Paper-I is 

speed with 25 WPM, 30 WPM, 45 WPM respectively. No need to type any instructions. 

 For Paper-II the following are the questions 
 

Grade No. Of 

Questions 

Type of questions Marks 

 

TEJ-25WPM 

 

2 

1. Circular or notice 50 

2. Statement (should be typed by using insert table 

option) 
50 

 

 

TEL-30WPM 

 

 

3 

1. Statement/Invoice/Debitnote/Creditnote/Account 

Sales (1+6 Lines-5colums-3column digit) 

(should be typed by using insert table option) 

 

25 

2. Professional Letter/Business Letter /Application 35 

3. Government Order/Memorandum 40 

 

 

 

TEH-45WPM 

 

 

 

3 

1. Official letter/Business letter 20 

2. Balance Sheet/Receipts and Payments 

Account/Income and Expenditure 

Account/Trading and Profit and Loss Account 

(should be typed by using insert table option) 

 

 

40 

3. Government Memo/G.O/Notification/Judgment 40 

 

 For TEHS only Paper-I @ 60 WPM 

Instructions to be followed by the candidate while attending the CBT examination for English 

Typewriting: 

1. Candidates are instructed not to type any instructions in CBT Answer Sheet which were given to 

him for guidance. 

2. All the students must compulsorily read the instructions provided to him in CBT portal more no. of 

times and understand every concept and then only they must go for practicing portal in the CBT 

portal. 

3. Candidates also need not type Questions nos. (Like Q.1, 2, 3) as the system exhibits the Question 

Nos.  They have to type the answers directly by seeing the question paper which is shown to them 

in a parallel window to them. 

4. Candidates are instructed to use all the options that were provided to him like full Straight line (-), 

Underline of a word (U) and creation of table by using this below option. You can create no. of rows 



and columns as per your requirement and add and delete columns and delete and add rows by given 

options.  

  

     

5. Use Superscript and Subscript, (with their given symbols), left, middle and right alignments 

wherever necessary.  

6.  Underscore should be used from key Board. 

7. The candidates are instructed to follow the below rules while typing Business/Government Order: 

a) Letter No. should be typed as Lr.No. only. (But not as Letter No.) 

b) Dated should be typed in both Letter part and G.O. part in full i.e., Dated 23rd September,2021. 

(But not as 23-09-2021.) It should be amplified opposite G.O.Ms.No. and also in letter opposite 

to Lr.No. 

c) In Dear Sir ‘S’ should be typed always with a capital letter. 

d) After Subject/Reference in Business Letter and after Read the following in Government Order 

@@@ (03 times) without spaces should be typed. If the paper setter has given any other symbols 

other than @@@ then those symbols only must be typed without any space like X-X,  &&& 

etc., 

e) Commas and full stops are compulsory wherever necessary, even though they are not clearly 

written in manuscript that is Question paper. 

f) After comma one space, and after full stop two spaces are to be given compulsorily. 

g) Don’t type Continued or Contd., in any answer sheet. This extra word may be shown as a mistake.  

h) Commas are compulsory even in figures. Ex: Rs. 50,000/-.  

i) In G.O. and Memo heading should always be typed in capital letters. 

j) No spaces should be given between G.O.Ms.No.   

k) ( By order etc.,) in Government Order has to be amplified as (BY ORDER AND IN THE NAME 

OF THE GOVERNOR OF TELANGANA) 

l) Spellings should be corrected, and abbreviations should be amplified. Ex: Govt. as Government, 

Secy. As Secretary Pvt. Ltd. As Private Limited.  

8. All the formats of all grades were uploaded in the instruction’s portal of CBT for the help of students 

appearing for examinations.  Hence all candidates are hereby instructed to study the formats many 

times before going for final exam. Then only the results may come positively.  

9. Question paper should be read by the candidates once or twice, and then only the candidate will get 

an understanding of the format.  

10. In table typing it was observed that the system will evaluate the table as row after row, sentence after 

sentence, and line after line. Hence it is clear that if in a row any digital mistake occurs or if it is 

jumped the entire row will be shown as a full table mistake. 

11. Back-space is enabled and hence immediate corrections also were made easy in CBT by using the 

arrow keys (left, right, top and bottom)  

12. Space Bar and Tab were also enabled from key board. 

 

 



13. The following are the examples/formats for easy understanding to the candidates. 

 

 



 



 



 



 



 



 



 



 



 


