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Assessment Fact Sheet

Overview Word 2003 is the word processing component of the Microsoft Office 2003 suite. The Microsoft Word
2003 assessment evaluates the candidate's experience in organizing and formatting tables,
paragraphs, font styles, AutoText entries, bulleted and numbered lists, envelopes and labels, formatting
and managing documents using templates, print settings, spelling and grammar tools, creating content
with clipart, graphics, charts and symbols, and using document reviewing features to share information
with other users. There are two versions of this test available: full-length and “Essentials”. The full
length version consists of 30 items and the Essentials version consists of the 20 most important, most
frequently performed tasks. All questions are written at an 8™ grade reading level.

Details . . Essentials: 25 minutes
Allowed Time (minutes) Full Length: 35 minutes

. Essentials: 20 questions
Number of Questions Full Length: 30 questions
Number of Forms Available 2
Number of Sittings One
Designed for Unproctored Environment Yes
Questions per Skill Level 10 Beginning, 10 Intermediate, 10 Advanced
Question Format Simulation
Product Category Software Skills

Knowledge, Measures skills in using a word processing application.

Skills, Abilities

and

Competencies

Measured

© 2018 SHL and/or its affiliates. All rights reserved. | Page 1 of 2 www.shl.com



SHL

Innovation in Talent.

a http: //content_previsor. com/default?action=testktestaction=1%ktimetak - EI|1|
Example =
Questions

T Future Financial. doc - Microsoft Word |ZHE|E|
i Ele Edit View Inssrt Format  Iools  Table  Window Help Type a question for help =115 PR EVI SOR
NS E 2RV ES RS-0 EE LIRS
g P ] - Arial Sz - B £ O | = i= - - Time Remaining:
A e — ‘ s L2 o-a Oh @ 24m @ 545
Question 2 of 20
Flm"thmchl, Inc. [GkSehern e bpe rmhm e 2]
Mowember 29, 2004
[Click here and type redipient's address]
Type yourletter here. For mare details an modifing this letter template, double- dick on this icon: Bl
To retum o this letter, use the Wind o menu.
Sincaraly,
[Click here and type yourname]
[Click here and type job fite]
Page 1 Sec 1 11 At 0.9 Ln 2 Col 1 5]
Search for the Money clipart in Office Collections, then add the Money
clipart to the document at the current cursor position.
PREVISOR
POWERED
=
|&] Done | |4 Intemet
Exam p le Score Summary: 76.7 -- Percentile: 75
Total Mumber of Questions: 30
Reports Mumber Correct: 23
Mumber Incorrect: 1
Number left Blank: &
Analysis By Skill Level:
Basic 10 of 10 Correct (100%)
Intermediate 6 of 10 Correct (60%)
Advanced 7 of 10 Correct (70%)
Overall Score 23 of 30 Correct (76%)
Score Comparison:
Company Wide Comparison: 0 Scores.
Average High Low
Score 0.0 0.0 0.0
Time (mm:ss) 00:00 Q0:00 00:00
System Wide Comparison: 0 Scores.
Average High Low
Score 0.0 0.0 0.0
Time (mm:ss) 00:00 00:00 00:00
Time Summary:
Time Taken (mm:ss): 10:33
Started on: 3/31/05 9:07 AM
Completed on: 3/31/05 9:22 &AM
Analysis By Job Skili:
Organizing Content 3 of 5 Correct (50%)
Formatting & Managing Documents 5 of 7 Correct (71%)
Collaborating 2 of 3 Correct (57%)
Formatting Content 8 of 8 Correct (1009}
Creating Content 6 of 7 Correct (86%)
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