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CIRCULAR

Subject : Instruction to candidates appearing for Departmental
Income Tax officers /Income Tax Inspectors Exam - 2025.

All candidates appearing for the Departmental Examination for Income Tax

Officers and Income Tax Inspectors — 2025 are hereby informed as under -

1. The candidates shall be admitted to the Examination lab only after presenting Admit
Card issued to them.

2. The candidates should carry Departmental Identity Card for verification of Identity

proof. Candidates who fail to show Departmental Identity Card will be barred from
entering the Exam Hall/Lab.

3. The reporting time of candidate is 9:00 A.M for the morning session and 1:00 P.M for
the afternoon session. The candidate shall be admitted to the Examination Hall ninety
(90) minutes before the scheduled time of Examination. The instruction related to CBT
(computer-based test) will be announced/read over to the candidates. The

candidates will have the option to answer all the papers in English or in Hindi.

4. The candidates have to enter the Roll Numbers correctly on the computer screen as
well as answer books in case of subjective papers. Failure to enter or write the correct

Roll numbers, may entail loss of credit for the Paper and any representation made for

correcting the Roll Numbers after the examination will not be entertained.

5. COMPUTER BASED TEST RELATED INSTRUCTIONS :

The candidates should follow the instructions given below so that the Online

Examinations may be conducted smoothly without any obstructions.

5il Login by entering Roll No., PIN and Password. The PIN format is date of birth in
format of YYYYMMDD. The password for the candidates will be announced by the
Invigilator at the start of the examination.

5.2 The on-screen computer clock counter of every candidate will be set at the
server. The countdown timer on the top right side of the computer screen will display

the time remaining (in minutes) for the candidate to complete the examination. When




fhe timer reaches zero, the examination will be auto submitted (end by itself). There will

also be a bar indicating the percentage completion of the paper, below the fimer.

5.3  The Question Palette displayed on the right side of the screen will show the status

of each question using one of the following text/color codes/symbols.

- Questions not viewed

Questions attempted

. Questions not attempted but viewed
- Questions answered and Flagged
e_ Questions not attempted but viewed and Flagged

The question(s) “Answered and Flagged” status for a question indicates that the
candidate would like to have a relook at that question again. A candidate has the
option of answering a question and simultaneously placing it under “Flagged”. It may
be noted that a candidate can return to any “Flagged” question any time during the
examination by clicking on the corresponding question number icon displayed on the
Question Palette of the corresponding section. A candidate can Flag a question even
without answering it.

5.4 The Exam Status button will appear below the Question Palette. Candidate can
click on the same and understand the status of the questions. The candidate can click
on an arrow/symbol which appears to the left of question palette to collapse the
question palette, thereby maximizing the question viewing window. To view the
question palette again, the candidate can click on the arrow/symbol which appears

on the right side of the question window.

5.5 Navigating to a Question: To navigate between questions within the Paper, the
candidate needs to do the following:

i. Click on the question number in the Question Palette at the right of the screen to go
to that numbered question directly.
i. Click on “Next" to save the answer to a question. Clicking on “Next" will save the

answer for the current question and the next question will be displayed on the

candidate’s computer screen

iii. Click on “Flag” to mark a question for review and proceed to the next question.

5.6 Answering a Question: Procedure for answering a multiple-choice type question:
i. To select the option(s), click on the corresponding button(s) of the option(s)

ii. To deselect the chosen answer, click on the button of the chosen option again or
click on the “Clear Response" button

iii. To save the answer, the candidate MUST click on the “Next" button.

iv. To mark a question for review, click on the “Flag” button.




v. To change the answer to a question that has already been answered, first select the
corresponding question from the Question Palette, then click on “Clear Response” to
clear the previously entered answer and subsequently follow the procedure for

answering that type of question.

57 Submission:

i. The candidates will be informed 15 minutes before the end of the time scheduled for
Examination.

ii. The “EXAM SUBMIT" button for the paper will be activated 15 minutes before the close
of the exam. If a candidate wants to submit the exam, he/she can click on the
said button and submit the exam. Else the Exam will get auto submitted at the
time the duration of the exam expires. However, after submission he/she will not

be able to go out of the Exam Centre fill the end of the examination. He/she has
to remain seated in his/her allotted desk.

58 Evaluation:

Only those questions which are “Answered” and those which are “Answered
and Flagged” will be evaluated.

9.9 List of items prohibited at the Examination Centre

1 Candidates are not allowed to carry any textual material, Scientific Calculators,
DocuPen, Log Tables and Electronic Watches with facilities of calculator, printed
or written material, bits of papers, mobile phone, Bluetooth devices, pager, or

any other electronic gadget/device, etc. except arithmetic calculators.

2 Only authorized books (Bare Acts, Rules) are permitted in the examination
centre and only in those Question Papers which permit their use. The candidates

have to carry their own copy of Income Tax Bare Acts and Rules.

3 The candidates are prohibited from bringing any kind of electronic

gadgets/device in the examination room/hall.

4. If any candidate is in possession of any of the above items, he/she will be treated
as using Unfair means and it will lead to cancellation of his/her candidature and
also disciplinary action will be taken as per ITI/ITO Departmental Examination
Rules 2009 (Amended in 2023).

5. If a candidate is found using unfair means, he/she will be debarred from
appearing in the Departmental Examination. In appropriate cases, disciclinary

proceedings and /or prosecution proceedings will be initiated.

6. Tea, Coffee, Cold drinks, snacks or eatables are not allowed to be taken inside

the Examination Room/Hall during examination hours.




T Smoking, chewing gutka, spitting, etc. in the Examination Room/Hall is strictly

prohibited.
8. Itis clarified that only arithmetic calculators will be allowed.
9. Diabetic students will be allowed to carry eatables like sugar tablets/fruits (like

bonono/opple/oronge) and transparent water bottle to the Examination Hall.
However, they wil not be adllowed to carry packed foods like

chocolates/candy/sandwiches etc.
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Copy to:

i.  AllCCITs/DGITs, Pr.CIT/Pr.DITs, CITs/ADGs, Mumbai.
i.  Notice Board.
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COMPUTER BASED TEST RELATED INSTRUCTIONS

These instructions may be affixed /wﬂtten on the notice board at the
examination centre for the benefit of the candidates so that Online Examination may
be conducted smoothly without any obstructions. The Chief Invigilator shall be responsible
to announce the following Instructions pertaining to Computer Based Examination at
examination center,

«  You can logln by entering Roll No., PIN and Password. The PIN format Is your date of birth
in format of YYYYMMDD, The password for the candidate will be announced by the Invigilator
at the exam start time,

319 At AR, T SR URyas eof R wilge % weha §1 7 U 817 3 o R YYYYMMDD % URST
A7 grlieaR & forg ureas &t diwun e grR1 @l s

*» Once you login, please go through the instructions point wise,

U 4R WNTg B B 16, Fuar R gl demar ug |

* After going through the instructions click the declaration and proceed by pressing next,

A& @ @ ug & e, Wy & Rigd Y iR s qw R e ad)

» Please check the subject you are appearing for with other detalls and *Confirm’ to go to the
next step. If the subject displayed does not match your applied subject, please inform the
Invigllator for resolving the problem.

FUYT 30 fANY GUT 3R STHDRT o1 Sid Y o) wa R 8 @ § 3R S =ur & o ) gfp &) af? walfa
Ty siudy e fawy AR & & @ 8, @ pudn g &) gagn A & Ry s @ g@a s

¢ Once you conflrm, then you will enter Into Test Screen, you will find on the left-hand side
your Name, Roll No. In the centre of the Test Screen, y'ou wllil find the Questions along with
4 options. On the right-hand side of the Test Screen, you will see the Question Palette, In
case of any discrepancy please inform the Invigilator.

T M A TR G & &, AIETA | o S A, AR unih | Rk Wk & Hx A, SIuw! 4 (9R)
fwed & wry Wy AR | gfteror St & IR g1y R St vy ug) g &t faed oft Ry & e A
Aliere o gfaa a3




The questions will be displayed on the screen one at a time with thelir respective four options,

/ &V YT IR IR e et 2 wmy e b a1 v waRf g o

A radio button Is provided against each answer option for a question. Select one answer by
clicking on the respective radio button /

mwuu%ﬁqmmﬁmafmqw%u’rmmﬂ%mm%zmmmwmm
FTHIWY |

Q. When the length ofthe Joumal Is.equal to the dlameter ofthe jounal, thenthe bearing is sald to be a

258 Square bearing

On the Top right side of the Test Screen, you will find the following symbols:
T T T SR G IR, e Pl e R

A+ Zoom In: Increase the font Size/ Bf< &R we1l
A- Zoom Out: Decrease the font size/ W< HIBHR Ye1g

To answer a question, click on the button agalnst the chosen option among the given four
optlons. /

it viat a1 YR & & v, e e Ok freea 3 @ 3 o s e ae W e o)

To change your chosen answer, click on the button of another option /

U P §U IR 1 937 A F R, g Revew ¥ ge7 | e %)

To unselect your chosen answer, click on the button of the chosen option again or click on
the Clear Response button,

it wrars @1 sifafga 3 & R g3 gu Ree & ve7 @ AR @ e & a1 R i « fas )

Click on Clggr Response, will clear response agalnst that respective question only /
ferera reat=y W e @Y, S 3u Gailid vy & IR B ger

To save your answer, you MUST click on Next button / 31 vara Gffera & ¥ Ry, sedt &
o oima STt e W e Y|

T
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To go to the next question / 3T U% TR W17 & Ry

The Flagged (Marked for Review) status for a question simply Indicates that you would like

to look at that question again. If a questlon Is answered and Flagged (Marked for Review),
your answer for that question will be considered In the evaluation /

Muﬂasﬁqwﬁaﬂaﬁﬁdﬁ%ﬁmﬁ%ammm%%mwuws‘tﬁn%%wm%n%ﬁlwﬁ.
U W b1 IR o @ SR wllen & Rig R R mar g, AU UH F R 319 F I ¥ eyl
faeR faar S| : |

R e e el 10 ey

Mark a reminder to attempt or review the question later / TH DI S & R

To remove Flag from the question, click on Remove Flag, otherwise it will be considered for
evaluation /

v ) Tllen & forg RIfRT gem & g, smmid ot five o, araer T &1 i & e f=m fbar
S|

Unmark the reminder to attempt or review the question later /aTg & WesT &7 YORT F aT
3HAT AR A & T HTEARSE &)y wt

The Question Palette displayed on the right side of the Test Screen willl show the status of
each question using one of the following symbols: i

leiur whi B Qi v waRia frar o arer wy Se, g wel A 3 R ve a1 Sudi o vde uy
&) U &t o el B

4~ Questions not viewed
W' Questions attempted
N- Questions not attempted but viewed

- Question answered and Mark for Review
@- Questions not attempted but viewed and Mark for Reviewed.

The countdown timer In the top right corner of the Test Screen will display the remaining
time available for you to complete the Test. When the timer reaches zero, the test will end
automatically.




SR & X @ B A It el R s e e 3 Rie e et el am
i SRR XU O UG WA §, o Wanfoe w9 Q gdtan e g s

Question Palette on the right-hand side of the Test Screen Is meant for randomly choosing
the question-for answering.

XTI & MR 1 R e AN ST @ iy et e o & Rg &

Click on the Question number In the Question Palette to go to the question directly. Note
that using this option does NOT save your answer to the current questlon, /

ufe; srarae g d M vy o I & Rie vy Gde 3 vy ten v Fae 5 w2 R 5y e 135
T Y ST ST Uy T IR A TG Sl ¥, I T 17 T 9 5 Ry aeTent st e o B

Question Palette

DB &
D i @6
o

Note that ONLY Questions for which answers are saved or Flagged (marked for review) after
answering will be considered for evaluation, /

i & o S It wsll 1 Roryent Ser o mar § oIk TR 8 & g wlen & Ry g gt & fog
farem fasan s |

The un-attempted questions will not be awarded any marks in the evaluation /

el wall Y g siep e fa s

You can vislt to any question anytime during the test as per your convenience only during

the time stipulated / G9&01 & dR1A 3mg fall oft wm oot gt & SrgaR MufRa v o s wwa
Al




Click on Exam Status to view the summary of the Test / % &7 TR @3 ¥ g udien a9 fRufy
R e B

l . Bamlas )

Clicking on End Exam button will submit the entire test. You will not be able to revisit the
test agaln or the test will auto submit once the test duration Is completed.

T wdlen g W e S | gt wan @@ @ e s aflegur e admaammﬁmuﬁmaﬂ
3l G 81 & a1 gllatr e o @R 3

To submit all the answers after completing the test / UVl [R1 H & §1g SR GaMe H &

i
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