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Online lnstructions

: CIRCULAR :

subject: rnstruciion to condidqtes oppeoring for Deportmenror
rncome .1-1TkJ:*{,*:_o;1:.Tox tnlpecrois Exom _ 202s.

All condidotes oppeoring for the Deportmentol Exominqtion for lncome Tox
officers ond lncome Tox lnspectors - 2o2s ore hereby informed os under :_

l ' The condidotes sholl be odmitted to the Exominotion lob only ofter presenting Admit
Cord issued to them.

2' The condidotes should corry Deportmenlql ldentlty cord for verificotion of ldentity
proof' Cqndidotes who foil to show Deporlmentol ldenlity Cord will be bqrred from
aala.!-- lL- E-----enlering lhe Exom Holl/Lob.

3. The reporting time of condidote is g:00 A.M for morning session qnd l:00 p.M for
the qflernoon session. The condidqle shqll be to the Exominqlion Holl ninety

The instruction reloted to CBT
(90) minutes before the scheduled time of
(computer-bosed test) will be onnounced/reo over to the condidotes. The
condidotes will hove the option io onswer oll the po in English or in Hindi.

Office of the
Pr. Chief Commissioner of lncome tqx

3rd floor, Aoyokor Bhovon,
Mohorshi Korve Rood, Mumboi - 4OO O2O

Emoil: mumboi.pccit@incometox.gov.in
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4. The condidotes hqve to enler the Roll Numbers c
well os onswer books in cose of subjective popers.
Roll numbers, moy entqil loss of credit for the
correcting lhe Roll Numbers ofter the exominollon

5. COMPUTER BASED TEST REI.ATED INSTRUCTIONS :

The condidotes should follow the instructions

Exominotions moy be conducted smoothly without

5.i Login by entering Roll No., plN ond The PIN

formot of YYYyMMDD. The possword for the
lnvigilotor qt the stort of the exqminotion.

5.2 The on-screen computer clock counter of
seryer. The countdown timer on the top right side

cond otes will

formot is dote of birth in

I be onnounced by the

condidote will be set of the
the computer screen will disploy

the time remoining (in minutes) for the condidote to complete the exominotion. When



the timer reoches zero, the exominqtion will be outo submitted (end by itself). There will
olso be o bor indicoting the percentoge completion of the poper, below the timer.

5'3 The Question Poletie disployed on the right side of the screen will show the stotus
of eoch question using one of the following text/color codes/symbols.

n- euc*bmn$r,,iclned

f" gtetions ameryed

I euertiom not afi*mged but vicured

Questto*r *nlwered and Flagad

*" Querttanr ilotf,ttempted but v*er*ad end flaged

The question(s) "Answered ond Flogged" stotus for o question indicqtes thot the
condidote would like to hove o relook of thot question ogoin. A condidote hos the
option of onswering o question ond simultoneously plocing it under ,,Flogged,,. lt moy
be noted thot o condidote con reiurn to ony "Flogged" question ony time during the
exominotion by clicking on the corresponding question number icon disployed on the
Question Polette of the corresponding section. A cqndidote con Flog o question even
without onswering it.

5'4 The Exom Stotus button will oppeor below the Question polette. Condidote con
click on the some ond understond the siotus of the questions. The condidote con click
on on orrow/symbol which oppeors to the left of question polette to collopse the
question polette, thereby moximizing the question viewing window. To view the
question polette ogoin, the condidote con click on the orrow/symbol which oppeors
on the right side of the question window.

5'5 Novigoting to o Queslion: To novigote between questions within the poper, the
condidote needs to do the following:

i' Click on the question number in the Question Polette ot the right of the screen to go
to thot numbered question direcfly.

ii' Click on "Next" to sove the onswer to o question. Clicking on ,,Next,, will sove the
onswer for the current question ond the next question will be disployed on the
condidote's computer screen

iii' Click on "Flog" to mork o question for review ond proceed to the next question.

5'5 Answering o Queslion: Procedure for onswering o 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 onswer, click on the button of the chosen opiion ogoin or
click on the "Cleor Response" button

iii. To sove the onswer, the condidote MUST crick on the ,,Next,' button.

iv. To mork o question for review, click on ihe "Frog" button.



5.8

5.9

1.

v' To chonge the onswer to o question thot hos olreody been onswered, first select the
corresponding question from the Quesiion Polette, then click on "Cleor Response" to
cleor the previously entered onswer ond subsequently follow the procedure for
onswering thot type of question.

5.7 Submission:

i. The condidotes will be informed l5 minutes before the end of the time scheduled for
Exominotion.

ii. The "EXAM SUBMIT" button for the poper will be octivoted l5 minutes before the close
of the exom. lf o condidote wonts to submit the exom, he/she con click on the
soid button ond submit the exom. Else the Exom will gei outo submitted of the
time the durotion of the exom expires. However, ofter submission he/she will not
be oble to go out of ihe Exom Centre till the end of ihe exominotion. He/she hos
to remoin seoted in his/her ollotted desk.

Evoluolion:

only those questions whichr ore "Answered" ond those which ore ,,Answered

ond Flogged" will be evoluoted.

List of items prohibited ol the Exqminotion Centre

Condidqtes ore not ollowed to corry ony textuol moteriol, Scientific Colculotors,
DocuPen, Log Tobles ond Electronic Wotches with focilities of colculotor, printed
or written moteriol, bits of popers, mobile phone, Bluetooth devices, poger, or
ony other electronic godget/device, etc. except orithmetic colculotors.

Only outhorized books (Bore Acts, Rules) ore permitted in the exominotion
centre ond only in lhose Queslion Popers which permil their use. The condidqtes
hove to corry their own copy of lncome Tox Bore Acts ond Rutes.

3. The condidotes ore prohibited from bringing ony kind of electronic
godgets/device in the exqminotion room/holl.

lf ony condidote is in possession of ony of the obove items, he/she will be treoted
os using Unfoir meons ond it will leod to concellotion of his/her condidoture ond
olso disciplinory oction will be token os per lTl/lTO Deportmentol Exominoiion
Rules 2009 (Amended in 2023).

lf o condidote is found using unfoir meons, he/she will be deborred from
oppeoring in the Deportmentol Exqminotion. ln oppropriote coses. disciplinory
proceedings ond /or prosecution proceedings will be initioted.

Teo, Coffee, Cold drinks, snocks or eqtobles qre not ollowed to be token inside

the Exominotion Room/Holl during exominotion hours.

2.

4.

5.

6.



7. Smoking' chewing gutko, spitting, etc. in the Exominotion Room/Holl is stricily
prohibited.

It is clorified thot only orithmetic colculolors will be qllowed.

Diobetic students will be ollowed to corry eotobles like sugor toblets/fruits
bonono/oPPle/oronge) ond tronsporent woter boifle to the Exominotion
However, they wiil not be oilowed to corry pocked foods
chocolotes/co ndy/sondwiches etc.

x*'z/
C+r{*t, rr.u.*.1

(souRAV JAtN, t.R.s.)
c.ffrrm-{Bqg-fr (E.sT.) o.rHtr-, Tq_i

Dy. Commissioner of lncome Tox (He) personnel, Mumboi
For Pr. Chief Commissioner of lncome lox, Mumboi

i. All CCITs/DGtTs, pr.CtT/pr.DtTs, CtTs/ADGs, Mumboi.ii. Notice Boord.
iii. ITO (Ha) (systems & CptO), Mumboi. _

with q request to pubrish on the Deportmentor website
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Commissioner of lncome Tox (He) personnel, Mumboi
For Pr. Chief Commissioner of lncome Tox, Mumboi



COMPUTER BASED TEST REIATED INSTRUCTIONS

These instructlons may be afflxed /wrltten on the noHce board at the
examination centre for the benefit of the candidates so that Online Examlnatlon may

be conducted smoothly without any obstructions, The Chief Invigilator shall be responstble

to announce the following lnstructions pdrtaining to Computer Based Examlnation at

examination center,

. You can logln by enterlng Roll No,, PIN and Password. The PIN format ls your date of blrth

in format of YYYYMMDD, The password for the candldate wlll be announced by the Invlgllator
at the exam start time,

olFrtfl;iqr, li-{.rRqm{dsoiorboYrrs{o1$f,4 trffqulsq ofiq h"lqfrE yyyyMMDD *.uR^q

fr t t usffcm h frs qmq-€ frt S,ivil lifl fto gnr,ri,flg'lf r

. Once you logln, please go through the instructions polnt wlse,

g.t, oli{ ('rl'rtq;r ori i, orc, Tqqr frl{qr f}gv} &'orgrm rr{l

After golng through the instructlons cllck the declaraUon and proceed by press,ng next,

tstrit 61 *, * ft'sq, dcq a1 Elfln et.3j1r qrrf,r q-fl sir ofl'tqal

Please check the subject you are appearlng for wlth other detalls and'conflrm'to go to the

naxt step, If the subJect dlsplayed does not match your applted subJect, please lnform the

lnvigllator for resolvlng the problem,

pqqr qG fi qq ilr .rrq qrrf,fi qrl sh st sfr q-mfd 0 rB B Bk .,r,rfr q{ur q qri ol gE sil r qR rffiif,
Bqq oaqt'f,r[frqc t t ffi 6 nm t, il puw r r{w *1 gqrflr ;} h ftv or gfl{s, 61 So of I

Once you conflrm, then you wlll enter lnto Test Screenr you wlll flnd on the left-hand slde

your Name, Roll No, In the centre of the Test Screen, you wlll flnd the Questlons along wlth

4 options, On the rlght-hand slde of the Tcst Screen, yorr wlll see the Questlon Palette, In

case of any dlscrepancy please lnform the lnvigllator.

t€ {*t{ fr gtcf qt{tr S EE, elC flrt fr , .}flq o{r1i ?{IrT, t}g,iq{ r11Si} t tcc {cfl{ a,- *f fl, o{rq'+J 4 (-'I-{)

fi=o-Eit& wq q+rft'&rnr qflsu vfiq'hErBA ErEq{ qsml qH q$}Rur{ tfir Eilt frE{iqfrfiwrAC
hfiffoqnqPrrdqi{t

.t

r-h#
,t r'/

1



The questlons wlll be dlsplayed on the screen one at a tlme wlth thelr respecflve four opgons,
/ fl sfl et{ rn qR {ftdfqd ffi h mr qm &. srE \rr H-mfu fuq qrEi 

r

A radlo button ls provlded agalnst each answer optlon for a quesHon. select one answer by
cllcklng on the respecflve radlo button /
E{ S6' sE{ &- frq u*o sw ft-+-s b mq qo llg,i qe;r ,rdn fu.qr qqr tr rhif*a tRd crc qt ffu"o eri
fu\'ffts-s{gi t

Q, Whenlhe length pflheJolrrnal ls equal to thp dlamatarpf the |ournal,thenthB bBarlng ls 6aldio be a

Asr'ort bearino

[,;h::*;:::""
$rornr" uEarins

on the Top rlght slde of the Test screen, you wilr flnd the foilowrng symbors:

te wlq ft g,w Er{ .}fr, s{rrr61 ffifud q#6 frffi r

A+. Zoom In : Increase the font Slze/ pfe .ImR q6fg

A- Zoom Out: Decrease the font slzel er-I,c offfli{ qcl(

To answer a questlon, cllck on the button agalnst the chosen opHon among the glven four
optlons, /
Etfr s{ ol s-rc ti S' fts, Rqitq qR ho-d fr q ot{ rt qq-r mh. qc+ q* frs' mt r

To change your chosen answer/ cllck on the button of another opflon /
orqi gn Ec ffiR a] q-co n fi frq, ffi B'ocv &. e-c+ qr fuo of r

To unselect your chosen answer, cllck on the button of the chosen opilon agaln or cllck on
the Clear Response button,

htro wqls fr1 qBkd FG a frc gi 6s ffqrfl h c-tq q{ fr -q t fur et qI fuq-t tsits q{ fr 6 6i r

Cllck on CIear ReSp.onse, wlll clear response agatnst that respecgve queslon only /
trf, rR M{ q{ ft m- si, b qo s-c ridifqd qa h .l H c sfr ilfl tqT r

To save your answer, you MUST cllck on Next button / oFHIWIrSgBfudS.Gfrftq, WS-fit
fr-ilqsrr&qcqcrfufi ett

s-
Y

i
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. T0 go to the next quesUon I wrfrus{q{uti&ftqt

' The Flagged (Marked for Revlew) status For a quesuon slmply lndtcates that you would llke
t0 look at that questlon agaln, If a questlon ls answered and Flagged (Marked for Revlew),
y,ur answer for that quesuon wilr be consrdered rn the evaruaflon /

fr-s cs fr fts nfrfl sn R{R ft hs frRd &-+o fr&-o o-ror t fu. +nq w q* +} fr-r e to;n qltsir qR
go us st U-fl frfi rrqr t .fn qfl en fr ftC Etrd frqr rrrn t, fr Vfl ufl t. h.S .i{rq fr. a:f,r fi {fliffi fr
hqrifr-qrvt\rrnt

. Mark a reminder to attempt or revtew the quesUon later / [flEiT{: t{{ifrfrfql

r To remove Flag from the questlon, cllck on Remove Flag, otherwlse lt wlll be consldered forevaluatlon /
us o1 ndtsn & frq frRd 6ai a- frq, sfim-& sT ffum. ot, eram cq s1 lgio_{ b frs BsR ftqrqiltTIIl

r Unmark the rerninder to attempt or revlew the question later/qE * qqa fiI q-qrff qi{* qr
,s-fi irfreil *-G h fru rg+wno *1 s{ftFaa uFt

' The Questlon Palette dlsplayed on the rlght slde of the Test Screen wlll show the status of
each questlon using one of the followlng symbols:

qfr sful eTc fi ErB-fr iliw rqRtd frqr qrt qrfir sx tfrc, Fg qsil fr t Rrfi qo Fl sqfrrr w,-rh pr&o ss
a1Rtfti$qrvofrt:

W- qoorriors not vir.lved.

ffi- qu.otious sttenrped

H- qu.rtions uot atterrlpted btrt vieil,ed

ES- qo.roioo answered urd lr,lad< forRe'ierv

& - qq o.tio* not attenpted bu vienr d and h{ad< for Revieived.

. The countdown timer ln the top rlght corner of the Test Screen wlll dlsplay the remalnlng
time available for you to complete the Test. When the tlmer reaches zero, the test wlll end

automatically.

,}V
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r. I

{

&e dl h std Er( oB fr sc& fu rft zr{w rfl ch te Wr oG ft. ltS sq-crdr wrsqr nqRId otil r

str 
"rffi 

qa 66' rds qtar A il wsrFtrd Fq fr rrft sr s{rq d qnnfi 
r

! Questlon Palette on the rlght-hand slde of the Test Screen ls meant for randomly chooslng
the questlon for answerlng,

t{d dq h EIEi FIq q''{ sr qfrc .rflm'ffirr t ss{ ar qqq oqi &. Rrq t I

' Cllck on the Questlon number ln the Questlon Palette to go to the quesflon dlrectly, Note
that uslng thrs opuon does Nor save your answerto the current quesflon, /
qft r{l-{wm 60,[ d s0 qsr q{ sri } lfic us tfu fl uar €-om q{ fufi mtr trna ? B.qq ho-cq or sq*q
e-tits{rqb{dqmq8{oIinnrrt,w'rdt w,irft, qsilfirnq{drrgq.$arfrqr{rrdTq3-{;rflafqrAtt

8uo$flon FalEtte

S e*,uur*t f;),"or r,n**n,,"o

flf rruao"o ffi uot trrstteo

o Note that ONLY Questlons for whlch answers are saved or Flagged (marked for revlew) after

answering wlll be consldered for evaluatlon, /
qn ? fr' t-as ad sfll e r fu{r6r s-il{ kqr mr t .ifu g-rrt ti S sE HSsn h frq fqtrd {fli6q U ftq
B-qrfrqrqrcrff I

. The un-attempted questlons wlll not be awarded any marks ln the evaluauon /
or1tfta nfi o1 ot{ .:io rfl ftqr srgr r

r You can vlslt to any questlon anytlme durlng the test :ls per your convenlence only during

the H me su p u tated I qtryot h {nn 3rlq trffi $ qqtr -xqfr gBeI fi' .tTsT{ fi qfftd ssH w qr qoa

tr
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cltck on Exam status to vlew the summary of the Test I tqcorqniqriqibftsqfisfle1R{fr
trqRffi mtr

Cllcklng on End Exam button wlll submlt the entlre test, you wlll not be able to revlslt the
test agaln or the test wlll auto submlt once the test duraHon ls completed.
qs q'frffr sf,{ q-{ ffi6 m-ii e {0 c0eir wfl d s.\"fl qrq q0s{ur ftr S fiEr{I -aff rr1 q(da q{fqfur fr1
omtB X0 fri t,'qq c{lsrur r{d: si'qr m iln

To submlt all rhe answers after compteflng the test / qfrefur WI s{i S flq ut-t vqF-c mri i,
ftqr

ri * * f * *'t * + * + ** * f * I t * * * * I * * * * * *{. * ** *** * * * * * + * * *
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