
&Ú×Ï ´ {ÚÆæÈ à`ÑÍóÚ.  

 

ÁÛÜ Ù‘æ$ èóæ$½æØó ÁÚÙßûÛ× à$×õù×ÁÛÜ Ù‘æ$ èóæ$½æØó ÁÚÙßûÛ× à$×õù×ÁÛÜ Ù‘æ$ èóæ$½æØó ÁÚÙßûÛ× à$×õù×ÁÛÜ Ù‘æ$ èóæ$½æØó ÁÚÙßûÛ× à$×õù×  

æÝ&Ùõ$ æ`ûß&ßµð$ßù×æÝ&Ùõ$ æ`ûß&ßµð$ßù×æÝ&Ùõ$ æ`ûß&ßµð$ßù×æÝ&Ùõ$ æ`ûß&ßµð$ßù×    ----    2012012012016666    íù<$Ííù<$Ííù<$Ííù<$Í    

(SS2)  µõ$ØõÝØ` õ$æßÂó æÝ&Ùõ$(SS2)  µõ$ØõÝØ` õ$æßÂó æÝ&Ùõ$(SS2)  µõ$ØõÝØ` õ$æßÂó æÝ&Ùõ$(SS2)  µõ$ØõÝØ` õ$æßÂó æÝ&Ùõ$     
          (Information Technology Skills) 

 

•     à×÷Ȩ̀æØ`<ùßð ãûµ÷À&ßà×÷Ȩ̀æØ`<ùßð ãûµ÷À&ßà×÷Ȩ̀æØ`<ùßð ãûµ÷À&ßà×÷Ȩ̀æØ`<ùßð ãûµ÷À&ß    (à<ø$ùµ×ùß æÚ×Ñ× ×ÔõÝ×): 

(1) ÷ÀÛ à`õÚ æ$Ù× ÷ÀÛ à`õÚ æ$Ù× ÷ÀÛ à`õÚ æ$Ù× ÷ÀÛ à`õÚ æ$Ù× ::::  æÚ×Ò´ &úÀ{$ - Ñù$± 15 ×Ú.    

    ãõßõØ    ÙÚÒ´ &úÀ{$ - û`× 03 ×Ú. 

(2) ûÜÁßù ûÜÁßù ûÜÁßù ûÜÁßù ûõÜ <]Ô{× &{ ÙæÝóÔ µ<ùß æÚÎ´:ûõÜ <]Ô{× &{ ÙæÝóÔ µ<ùß æÚÎ´:ûõÜ <]Ô{× &{ ÙæÝóÔ µ<ùß æÚÎ´:ûõÜ <]Ô{× &{ ÙæÝóÔ µ<ùß æÚÎ´:    

µæ$ð&µæ$ð&µæ$ð&µæ$ð&    à<Á]õ$<×à<Á]õ$<×à<Á]õ$<×à<Á]õ$<×    ÙæÝóÔÙæÝóÔÙæÝóÔÙæÝóÔ    

AAAA    &Ú×Ï´ ûÜÁßù <Ùð ãõßõØ &`û×Û´ àùÚ<$Ì× µÓ. 40 

BBBB    ûÜÁßù {µ×ùß {õØæð û´óæß ãõßõØ &`û×Ú× ×ÔõÝ×. 60 

´Ô_ ÙæÝóÔ´Ô_ ÙæÝóÔ´Ô_ ÙæÝóÔ´Ô_ ÙæÝóÔ    100100100100    

(3) áÙßÏÈ æØù Ù÷À ´$ø]× µ×$÷À$ èùÚÆùß´$ø]× µ×$÷À$ èùÚÆùß´$ø]× µ×$÷À$ èùÚÆùß´$ø]× µ×$÷À$ èùÚÆùß,  åý µ<õ &û×ùÔ Ùýù µû$õß<Ùµû$õß<Ùµû$õß<Ùµû$õß<Ù ãõßõØ ÙÚ×ùßù. 
 

A µæ$ð&A µæ$ð&A µæ$ð&A µæ$ð&    
 

<$&ßõÑæ ûÎæßÂó ûÜÁßù (OTQs)<$&ßõÑæ ûÎæßÂó ûÜÁßù (OTQs)<$&ßõÑæ ûÎæßÂó ûÜÁßù (OTQs)<$&ßõÑæ ûÎæßÂó ûÜÁßù (OTQs)    

àùÚ<$Ì×× ûÜÁßù Ñ&ß& (20) æÚ. 

(´Ô_ ÙæÝóÔ 40) 

                                                                                                                                                                                             

à‘æ 1.11.11.11.1 &Úð 1.1.1.1.11110000 ÷Àæß<$ à`õÚ ûÜÁßù &úÀ{$ <ò$õß́  &Ô÷̧&Ô ãõßõØ× µõ$ßØùßù. µõ$ßØ$èõß ãõßõØ×ð à÷À$Ù à‘æ× 

ûÜÁßù à‘æ× &´è åµÅ ãõßõØ µû$µõß ÙÚ×ùßù. 

1.11.11.11.1  ´×ÚµæÜ$µ&$\ß> à`æß&&ß{Ú (Microsoft Access) ÷ÀÛ "&ß<×‘ à‘æ" (Auto Number) ù´`õÚ ÷Àõßõ <Ìè× ´êÚùß 

&Ú÷̧æØùÔ Ùýù æ$Ì×× (function) ùÚ<`Ø÷ÀÚ µÙ& û`{`÷ÀÚÙÚ µæµØùßµùß û{õ &úÀ{ùß <$æ]×ùß àõÝµØùß æÝ́ ù 

<$æ]µ×{Ú ÷À? 

(1)  ä×, æßµÂõÜ×æð (field) à`õÝÙõß æØùÔ Ùýù û$ñ (text) ÷Àõßõ &ß<×‘æÜÛ×< &‘ç]$õß́ æ (numeric) 

µÙ& à$æ#õÚæØó× (format) µæµØù ÷Àõßõ <Ìè×æÚ.  

(2)  ä×, æßµÂõÜ×æß &úÀ{$ à{ÖÔ à‘æ (Random Numbers) íùù× æÚÎ´ð àûð à<Á] <Õ æÙ µ×$÷À$ èùÔ 

Ù`µÅ. 

(3)  ä×, &ß<×‘æÜÛ×< <`±<ù &‘ç]$õß́ æ àè×ùß (automatically incrementing numeric counter) àûð 

à<Á] <Õ æÙ µ×$÷À$ èùÔ Ù`µÅ.  

(4)  ä×, æßµÂõÜ×æð à`õÝÙõß æØùÔ Ùýù &‘ç]$ à$&ùßùõ´ ûÕÌó &‘ç]$<ð <`ð×Û́  ûÚóÚ& 

à$æ#õÚæØó× (format) æÚÎ´ &úÀ{$ µ×$÷À$ è`µùß. 

  

01 <ù <ù <ù <ù ûÜÁßù×ûÜÁßù×ûÜÁßù×ûÜÁßù× 

ûÚðÔ èóù :  11 
ûÜÁßù èóù : 07 

2016-02-06 

û&ß<Ø`  

[1.45 – 5.00]  
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1.21.21.21.2  û`õÝØ`Èûõæ D1 µæ$ßÂµ×ß (cell) æÚ&Ú×È àè×æß à`õ`×Ú ãûæÙßûù× æØùßù. D2 µæ$ßÂ× &úÀ{$, D1 

µæ$ßÂµ×{Ú àè×ð <ò$ 5% æß <`± àè× àûð à<Á] <ùßµùßùÈ, D2 µæ$ßÂµ×{Ú à`õÝÙõß æ} ×ÔõÝ (typed) 

&ÕõÜ× <ùßµùß: 

(1)  =D1*1.05 (2)  =D1*1105 

 (3)  =D1*0.95 (4)  =D1*95/10   

1.31.31.31.3  ´×ÚµæÜ$µ&$\ß> <Ì³ (Microsoft Word) {Ú µõ&$Ø&ß à‘èµ×{Ú (thesaurus feature) àØ Ốó ùÚ<`Ø÷ÀÚ µÙ& 

û`{`÷ÀÚÙÚ æØùßµùß, û{õ &úÀ{ùß <$æ] àõÝµØùß, æÝ́ ù <$æ]µ×{Ú ÷À? 

(1)  ÙÚ×ÑÙßµÙ{Ú (document) àæßÂØ Ñù]$&× ûÎæßÂ$ (spell check) æÚÎ´ð.   

(2)  ÙÚ×ÑÙßµÙ{Ú à`õÝÙõß <ëù èóù èóùß æÚÎ´ð. 

 (3)  µõ$ßØ$èõß <ëù×ð &´$ù µõßØ`È à`õÚ µ<ùõß <ëù µ×$ßíù$ (suggest) æÚÎ´ð.  

 (4)  ÙÚ×ÑÙßÙ µ<ùõß þ$Â$<æð ûÍ<Ìõù× æÚÎ´ð.   

1.41.41.41.4  "á÷ÀÚÍûõß æØùßù$ð (presenter), á÷ÀÚÍûõß æÚÎ´ (presentation) æØù àõØõÝØ û$ñ´× µõ$ØõÝØ` (textual 

information) äæõÝ æÚÎ´ð ´×ÚµæÜ$µ&$\ß> û<Ìµû$×Úùß> {Ú (Microsoft PowerPoint) µ´´ à‘è× (feature) 

ãûæ$Î <ù ù Ố÷,̧ µûÜßæßÂæ×ùßð ä× µù$µûµùß." ´×ÚµæÜ$µ&$\ß> û<Ìµû$×Úùß> {Ú à`õÚ û{õ &úÀ{ùß æÝ́ ù 

à‘è× á{õ ÷À̀ æßµ<ù Ñ&ßõØ×ð àùÔØ|ûÛ (corresponds) µÓ÷À? 

 (1)  &ßÙ×Úò×æ ÁÛÌÂ×æð (header of a slide) û$ñ×æß (text) äæõÝ æÚÎ´.  

 (2)  &ßÙ×Úò×æ à`õÚ û$ñ µæ$ðÔ<æð (Text Box in a slide) û$ñ×æß äæõÝ æÚÎ´. 

 (3)  &ßÙ×Úò×æð ÁÜ<] û®èõæØó× (Recording Audio with a slide) æÚÎ´. 

 (4)  &ßÙ×Úò×æ &ð{ùß µæ$ð&ð (Notes section of a slide) û$ñ×æß äæõÝ æÚÎ´.    

1.51.51.51.5  Ñ÷Àß]Ôõß õ`û|µÙß à` ỐóÔÈ (attachments) þ$Ñõ× &Èýùßøµ×ùß ùÚ<`Ø÷ÀÚ ûÜæ$Á×, û{õ ûÜæ$Á àõÝµØùß µõ$ßØùßù: 

(1)  Ñ÷Àß]Ôõß õ`û|µÙß à` ỐóÔÈ &Èýùßøµ×ùß, µè$ùÔ<æ ûǗ $óµ×ß &Û́ $æØó×æß (file size limitations) 

µù$û<õÛ.   

(2)  Ñ÷Àß]Ôõß õ`û|Ù {Ø{$ à` ỐóỐ æß, Ùýùßùùß æÚ{Úû µ÷ÀµùæÝð äæ´ µÓÙ$<æ ×`Ñ× {`æÚ×. 

(3)  à` ỐóỐ æß <Áµ×ùß Ñ÷Àß]Ôõß õ`û|Ùæ à`õÝÙõß Ñ× {`æßµæß äæß µè$ùÔ<æß û´óÚ.  

(4)  &Ú×Ï´ Ñ÷Àß]Ôõß õ`û`Ùß &Ì<Ì (servers) å<Ôùß µ<õ ä<ùÔ Ùýù Ñ÷]̧Ôõß õ`û`Ùß, <×ÚØ& &úÀ{$ &ß<×‘æÜÛ×< 

ûÍµÙ$ßæù× (scan) æØùÔ Ù`µÅ.     

1.61.61.61.6  à_µõùß ûÜæ$Á×ð ûõß<Õ µû$õæß ÆÙ÷ÀÛ è`ùÛ́  &úÀ{$ ÁÚÂ]µ×æß àùßõÌí$Ù µû$õß{Ùæð (Internet 

Bookstore) ûÜµÓÁ (access) Ò´ð ûÜ×õßù ÷ÀØÆùß &Ú̄ . µû$õß &$ûßûÔµÓ µ<Å ûÚðÔ {`ú̧ùÔµÈ ù´ (Uniform 

Resource Locator - URL) http://www.topbooks.com ùÈ, ä{Ú à`õÝÙõß "http" ×ù û÷Àµ×ùß {ú̧ùß<ùÔ 

Ùýùßµùß û{õ äß<$ àõÝµØùß æÝ́ æß ÷À? 

(1)  í$Ù×æð &Èýùßø ûÍèóæ×æß {ú̧ù$ èùßù$ à‘æ× (IP Address).  

(2)  µ<Å àòÑ ù$´× (Domain Name).  

(3)  &õßæ$Øæ ù$´× (Host Name). 

(4)  ùÚ×´$<ÙÚ× (Protocol).  
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1.71.71.71.7  ỐÙ] µ&ß<$ &´$è´æ èóæ$½æ$Î<Øµ×æÝ µÙ& æð×ÔõÝ æØù &ÚÙß<$ &ÚÙß<$ &ÚÙß<$ &ÚÙß<$ ù< Ñùßµò$ß&ß 7 à‘æÚõ ý{ÔÁǛ õ 

±&ßæ×æ <#õßõÛ× &‘&ßæØó× (new Windows 7 Professional edition DVD) à`ó<ÔÈ æØ õÚµÅ. ÆÙ÷ÀÛ èõß 

ä´ ±&ßæµ×ß æ<Øµ×{Ú &‘µæßõ 25 æß äùÈ, XYX4H-34HDR-23DFE-PQ3E2-ED342 à`õÝÙõß à$µÙ$ßæ 

æ÷ÀÈý ´èÚùß ´<ù õÜÚ́ $ù (hologram) &ß®æØ×æß àÙ<$ õÚýÔóÚ. µ´µ{×ÔÈ û÷ÀßøõÚ× (OS) ûÍèóæ×ð 

à`õÝÙõß æÚÎµÈ÷ÀÛ &‘µæßõ 25 æß &{Úõ ä´ µÙßýÙ×  à<Á] <ù ý`Ñùß ä× à$ØæßÂÚõ< õý$ èùßù$ µÙ&ð  

&´$èµÈ µõ$ØõÝØ` õ$æßÂó Ñø$×æ ùÚ}ø$Íµ×æÝ Ñ&Úùß å{Ô µ<õ ÷Àùß<$ õÚýÔóÚ. µ´´ &‘µæßõ 25 &{Úõ 

µÙßýÙ× {ú̧ù$ è`ùÛ́  &úÀ{$ þ$Ñõ æØù ù´ û{õ äß<$ àõÝÍùß æÝ́ æß ÷À? 

(1)  ỐØû÷À× (Password).  

(2)  ûÔ÷ÀßèÙÚæ {úù̧$è`ùÛµÈ à‘æ× (Personal Identification Number - PIN). 

 (3)  ùÚÂßû$÷ÀÚõ ×õÝØ (Product Key). 

 (4)  ûÍÁÛÙæ {`úù̧ÔÈûõ (User ID).    

1.81.81.81.8  <$óÚí´× <Áµ×ùß ÷À̀ ùð õÚµýù <]<&$× &Èûõß &`Ù&ÔÈ ´#÷æ̧$‘è×æß (ERP software) &úÀ{$ 

ã÷À${Øó×æß <ùßµùß û{õ &úÀ{ùß äß<$ àõÝµØùß æÝ́ ù ´#÷æ̧$‘è× ÷À? 

(1)  SAP.  (2) Adobe Photoshop.  

(3)  Microsoft Outlook.  (4) IBM Notes.   

1.91.91.91.9  û{õ ÷À̀ æßµ<ùßµùß &‘Ñø$ù×æß Ñ&Úùß þ$Ñõ×ð èùßù$ µõ$ØõÝØ` õ$æßÂó ùÚÂßû$÷ÀÚõ &´{Øæß ×. äß<$ 

àõÝµØùß, <$ÌÂÚæ ùòõßõÝ èÚÑ&Ố æß ´êÚùß &‘Ñø$ù×ð <`± <Áµ×ùß ûÜõÚÙ$þ Ùý$ èõ {`æßµæß û{õ &úÀ{ùß 

æÝ́ ù èÚÑ&Ô´ ´êÚùß ÷À? 

(1)  ’{`ùß Ø{Úõ ÅÐðÕõß ×õÝØ` ûÔ<Ø`< (A Bluetooth Keyboard). 

(2)  ÆùÚõßõÝ<æð ûÚðÔ 55 æ ø$Íõ$< à`õÚ <Ìó µÙß&Ì Ố÷ºó ×ùßõÜ× (Colour Laser printer). 

 (3)  àêÙß 7 ð`ÅÙ> (7 inch tablet). 

 (4)  ý${ÚØ ÅÐ µÌ Ø×ÚðÌ (An External Blu-ray Writer).     

1.101.101.101.10  û{õ &úÀ{ùß æÜÚ×$æ$ØæÈ àõÝµØùß, µõ$ØõÝØ` õ$æßÂó æǗ  þ$Ñõµ×ß÷ÀÛ &÷À$ë$Ø´× µÙ& ûÚ}Úèõ µù${`æÚ 

æÜÚ×$æ$Øæ´æß µÙ& &`}æÚ× {`æßµæß æÝ́ æß ÷À? 

(1)  åµÅ æ}´ù$æØ`µèß à<&Ø× à`õÚ<, ỐØû÷À ´êÚùß à$ØæßÂÚõ, æ$Ì×$Ù µÈ&× ´õ õ`µýù 

ûÍèóæ×æð (desktop PC) &Èýùßø Ò´ (Log in). 

(2)  à_µõùß {úù̧ß<$ µ÷Àù Ù÷À æ$Ì×$Ù ùÚ×´×ùß &{ µØèÝÙ$&Ú, æ$Ì× ´óßòÙµ×ß &Ú×Ï´ &$´$¬æ×ùß 

&´ê å<Ôùßµèß æ$Ì×$Ù×Û× Ñ÷Àß]Ôõß ÙÚûÚù×ùß {Ø{$ {Ô<´$Ø` (share) æØ è`ùÛ́ . 

(3)  åµÅ ûÔ÷ÀßèÙÚæ ÷Ø̧æõùµ×ß (smartphone) ûÍèóæ ÷Àõßõ <Ù à$ØæßÂÚõ ûÚðûõß (backup) åýµèß 

æ$Ì×$Ùµ×ß µÈ&× ´õ õýù ûÍèóæ×ð è`ùÛ́ .   

(4)  åµÅ Ñùßµò$ß&ß 7 ûÍèóæ×ð à$ØæßÂó ×$<õßæ$ÙÛù æÚÎ´æß (security update) ý$èõ (download) 

æØ è`ùÛ́ .   
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à‘æ 1.11.11.11.11111 &Úð 1.1.1.1.15151515 ÷Àæß<$ à`õÚ ûÜÁßù <Ù {Ú&ßõ`ùß ûÚØÒ´ &úÀ{$ <ò$õß́  &Ô÷&̧Ô <ëù× <Ø{ùß õÝÙ ÷ÀÛ à`õÚ <ëù 

àõÝµØùß µõ$ßØùßù. µõ$ßØ$èõß <ëù×, à÷À$Ù ûÜÁßù à‘æ× &´è åµÅ ãõßõØ µû$µõß ÙÚ×ùßù: 

1.111.111.111.11  ÆÙ÷ÀÛ è`ùÔÈ à`ó<ÔÈ ûÚ}ÚýúÀ ÷Àõßõ à`õÝÙõß ÷Àõßõ û÷Àù´æ (database), ÆÙ÷ÀÛ è`ùÔÈ à`ó<ÔÈ à‘æ× 

…………… [×õÝØ` æßµÂõÜ× (key field) / ỐØ û÷À× (password)] µÙ& þ$Ñõ æÚÎ´ &úÀ{$ µ{$úÀ 

ã÷À${Øó×æÚ.  

1.121.121.121.12  ´×ÚµæÜ$µ&$\ß> äæßµ&Ùß <Ù õÚµýù NPV …………… [æßµÂßõÜ×ð (Field) / ÁÜÚõ×ð (Function)], à$<Ìõ 

Ố÷ÀÙß ûÜ<${ ´$Ù$<æß (series of periodic cash flows) &{ <>ðÈ àùÔû$õÚæ×æß ´õ û÷ÀùÈ<, à$µ×$ßíù×æ 

ÁÝ÷Àßø <Ìõ´$ù àè× µèù {`Ø ÷À̀ æßÑ× {`æÚ×.  

1.131.131.131.13  àûµèß Ñ÷Àß]Ôõß õ`û`Ùß ÙÚûÚù×, õ`û`Ùß ù$´µÙßçù×æÚùß (mailing list) á<õß æÚÎ´ð à<Á] <Õ Ñð àû Ñ&Úùß áðÔ 

æ} ×ÔõÝ æÜÚ×$< <ùßµùß …………… [à<÷À$×æ Ò´×Ú (Unsubscribe / µûØó××Ú (Filter)].  

1.141.141.141.14  ´×ÚµæÜ$µ&$\ß> <Ì³ (Microsoft Word) <Ù÷ÀÛ, àûð "Ω" <`ùÚ &‘µæßõ×æß à`õÝ_ æÚÎ´ð à<Á] µÓ ùÈ,  

…………… [û$ñ µæ$ðÔ< (Text Box / &‘µæßõ (Symbol)] ùÈ <Õ µÙßýÙ× àûð äÃ× (click) {`æÚ×.  

1.151.151.151.15  ´×ÚµæÜ$µ&$\ß> û<Ìµû$×Úùß> (Microsoft PowerPoint) á÷ÀÚÍûõß æÚÎ´æß ÷ÀÚµ<ù (running) àõØõÝØ 

õ$<æ$ÙÚæ< ä× ù<õ$ àúØ̧` õÚØ×æß (black screen) Ùý$ è`ùÛ́ ð àûð à<Á] µÓ ùÈ, ..……………       

[B àæßÂØ× (Character B) / ä&ßµæßûß (Esc)] ùÈ <Õ ×õÝØ äÄµ´ùß àûð äµ&ß æ} {`æÚ×.  

      

à‘æ 1.16 1.16 1.16 1.16 &Úð    1.201.201.201.20 ÷Àæß<$ û{õ ÷ÀÛ à`õÚ äæß äæß ûÜæ$Á× &õ]&õ]&õ]&õ] ÷À, à&õ]à&õ]à&õ]à&õ] ÷À ×ùßù &úÀ{ùß æØùßù. åµÅ ãõßõØ× 

(&õ]× µ{$ß à&õ] ×ùßù), à÷À$Ù ûÜÁßù à‘æ× &´è åµÅ ãõßõØ µû$µõß ÙÚ×ùßù. 

1.161.161.161.16  ´×ÚµæÜ$µ&$\ß> à`æß&&ß (Microsoft Access) 2010 ÷Àõßõ û÷Àù´æ, &´$èÈ èÚóÔÈ <Ùð &Èýùßø Ø{&] ÷Àõßõ 

èýò$ æØ õ`Ä´ð àûð à<Á] <Õ Ñð, ỐØû÷À×æß þ$Ñõ µæ$ð ä´ ÷Àõßõ èýò$µÓ à`õÚ ÷Àõßõ à$ØæßÂ$ æ} 

µù${`æÚ×.   

1.171.171.171.17  àû ×õÝØ` ÙÚÒ´ (typing) à$ØÈþ æØù Ñð, ÷Àõßõ à`õÝ_ æØù µæ$ßÂ× (cell) "æÜÚ×$æ$Î µæ$ßÂ×æß (Active 

Cell)" µÙ& {`úÀÚùßµ<ù àõØ, ä× ÷À̀ ± ´$×Ú́ æÚùß &Û́ $ Ò à`õ (bounded by a heavy border).   

1.181.181.181.18  µû$õæß <`ùÚ ùÚÂßû$÷ÀÚõ×æß àùßõÌí$Ùµ×ùß ÆÙ÷ÀÛ è`ùÛ́  &úÀ{$ µèÒÈ æÚÎ´ à<Á] æØù Ñð, àû Ñ&Úùß 

àûµèß &ß<×‘æÜÛ× µðÙÌ ´`ÂÚùß æ$³ûµõß (ATM Card) ûÔ÷ÀßèÙ {`úù̧ÔÈ à‘æ× (Personal Identification 

Number - PIN) ÷À̀ ù &Ú̄ ´ à<Á] µÓ. 

1.191.191.191.19  2015 íù<$Í &Úð 2015 µ÷À&`ÈýÌ ÷Àæß<$ ´$&Úæ ÑæÝóÔÈ ûǗ $ó 12 &{Úõ <èÝ<æß à`õÝÙõß <Ì³ µÙßçù×æ 

(word document), <ÌÂ× &úÀ{$ Ố_ ÑæÝóÔÈ äæõÝ<, "=SUM()" &ÔõÜ× ×õÝØ` ÙÚÒµ´ùß (typing) &ß<×‘æÜÛ×< 

èóù× æ} {`æÚ×.   

1.201.201.201.20  PPT, PPTX, PPS, PPXS ×ù &Ú×ÙßÙ ´×ÚµæÜ$µ&$\ß> û<Ìµû$×Úùß> þ$Ñõ æØ &‘<Ìøù× æØù Ù÷À 

á÷ÀÚÍûõß æÚÎÈ {Ú <Ù‘èÝ <`±÷ÀÚ×ÔóÔ æÚÎÈ (valid extensions) µÓ.     
 

(äææð ÙæÝóÔ 02 ý`èÚùß, Ố_ ÙæÝóÔ 40)  
 
  

 
A µæ$ðµ&{Ú à<&$ù×    
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BBBB    µæ$ð&µæ$ð&µæ$ð&µæ$ð&    

ûÜÁßù {õØæð (04) û´óæß ãõßõØ &`û×Ú× ×ÔõÝ×. 

(´Ô_ ÙæÝóÔ 60) 

                                                

(a) ´×ÚµæÜ$µ&$\ß> û<Ìµû$×Úùß>{Ú Add-ins ´êÚÚùß áðÔ<ù æ$Ì×þ$Ø× (purpose) µæ®µ×ùß û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù.  
  (ÙæÝóÔ 02) 

(b) åý µ&ß<× æØù &´$è´ {úù̧ß<$ ÷ÀÛ́  &úÀ{$ ´×ÚµæÜ$µ&$\ß> û<Ìµû$×Úùß> á÷ÀÚÍûõß æÚÎ´æß (presentation) 

åý Ñ&Úùß ùÚÌ´$ó× æØ à`õ`×Ú ãûæÙßûù× æØùßù.     

"Rehearse timings" ÑæÙßûµ×ùß áðÔ µæµØù æ$Ì×× &{ åµÅ á÷ÀÚÍûõß æÚÎ´ ùÚÌ´$ó× æÚÎµÈ÷ÀÛ ä× 

þ$Ñõ æÚÎ´ {ÚõæØ <ùßµùß ´ùß÷À̀ ×Ú û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù.  
  (ÙæÝóÔ 03)     

(c) û<Ìµû$×Úùß> á÷ÀÚÍûõß æÚÎÈ, &$´$ù] ÷ÀÌÁù ûö× (Normal View), ÑùÚÑ÷Àæ &‘÷ÀÌÁù ûö× (Slide Show 

View) &{ éÌûó µõßÎµÈ ÷ÀÌÁù ûö× (Slide Sorter View) <`ùÚ ÑÑø ÷ÀÌÁù ûö ´êÚùß àû µ<õ 

µèù{`Ø ÷Àæß<ùÔ Ù`µÅ.       

á{õ ÷À̀ æß<Õ ÷ÀÌÁù ûö õÝù(03) àõØ à`õÚ µ<ù&ßæÈµ<ù&ßæÈµ<ù&ßæÈµ<ù&ßæÈ {úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù (differentiate).  (ÙæÝóÔ 06)    

(d) åý µ&ß<× æØù &´$èµÈ àø]æßÂ ´óßòÙ× µ<õ ÑæÝóÔÈ <$Ìõ$<æß á÷ÀÚÍûõß æÚÎ´ð åýð &Ú÷Ò̧ à`õ`×Ú ÷À, 

µÈ àØ Ốó &úÀ{$ µÈ&× ´õ õ`µýù åýµèß ûÔ÷ÀßèÙÚæ ûÍèóæµ×ß (personal desktop computer) 

´×ÚµæÜ$µ&$\ß> û<Ìµû$×Úùß> á÷ÀÚÍûõß æÚÎ´æß åý ùÚÌ´$ó× æØ à`õ`×Ú ÷À ãûæÙßûù× æØùßù. ä× USB 

±&ßæ ø$<æ×æ (USB flash drive) ý{$, á÷ÀÚÍûõß æÚÎ´ æØùÔ Ùýù àø]æßÂ ´óßòÙ ’&ßÒÈ Á$Ù$< µ<õ 

’µèù ×$´ð åý &`Ù&ÔÈ æØ &Ú̄ .  äµ&ß <Ô<÷À, á÷ÀÚÍûõß æÚÎ´ &úÀ{$ þ$Ñõ æÚÎ´ð &Úõ$ &Ú®ù àø]æßÂ 

´óßòÙ ’&ßÒÈ Á$Ù$µÓ õÚµýù ûÍèóæµ×ß ´×ÚµæÜ$µ&$\ß> û<Ìµû$×Úùß> &ÑæØ (installed) õÚµÅ÷À̀ ×Ú 

åýð ùÚÁß¥õ ù`õ. àø]æßÂ ´óßòÙ ’&ßÒÈ Á$Ù$µÓ ûÍèóæ×ð ´×ÚµæÜ$µ&$\ß> û<Ìµû$×Úùß> &ÑæÚÎ´ 

&úÀ{$ ´×ÚµæÜ$µ&$\ß> å\Û&ß &ÑæÚÎÈ DVD / ´#÷̧æ$‘è× (Microsoft Office Installation DVD / Software) 

åý &õÝ< ù`õ`×Ú ÷À ä´ ûÍèóæ× í$Ù×æð &Èýùßø Ò ù`õ`×Ú ÷À ãûæÙßûù× æØùßù.     

åµÅ á÷ÀÚÍûõß æÚÎ´ (presentation) á÷ÀÚÍûõß æÚÎ´ &úÀ{$ µ×$÷À$èõ {`æÚ æǗ  µ÷Àææß(02) û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù. 

åý Ñ&Úùß æØùÔ Ùýù ãûæÙßûù æÚ&Ú<æß µ<µõ$õß &úÀ{ùß æØùßù.    (ÙæÝóÔ 04)    

(´Ô_ ÙæÝóÔ 15) 
 

                                              
 

(A) ´×ÚµæÜ$µ&$\ß> äæßµ&Ùß {Ú ÷Àõßõ µûµùùßùð (visualize) &`Ù`&ßÒ´ &úÀ{$ þ$Ñõ æ} {`æÚ ûÜ&ßõ$Ø <Ìè 

æÚ{Úû×æß (types of charts) û{õ ÷À̀ æßµ<ù Ø|û &ð{ùß (images) <ÙÚùß µûùßùÔÈ µæµÌ. äß<$ äæÚµùæ 

{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù: 
 

  

  

  

  
 

 

 

 

 

02 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 

03 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 

(a) (c) (b) 

(d) (e) 

(ÙæÝóÔ 05) 
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(B)  &Û́ $&{Úõ Ù×ùß ¯ (µû[÷ÀßèÙÚæ) &Û́ $&{Úõ Ù×ùß ¯ (µû[÷ÀßèÙÚæ) &Û́ $&{Úõ Ù×ùß ¯ (µû[÷ÀßèÙÚæ) &Û́ $&{Úõ Ù×ùß ¯ (µû[÷ÀßèÙÚæ) &´$è´ &´$è´ &´$è´ &´$è´ ä{Ú æ$Ì× ´óßòÙ×ð ûÜ&$÷À ÷ÀÛ́ ù$ µèÒ´ð &`Ù&ÔÈ æØÆùß &Ú̄ . 
û{õ ÷À̀ æßµ<ù û`õÝØ`Èûµõ{Ú (spreadsheet) ä{Ú µ&ß<æ×ùßð à÷À$Ù ÷Àõßõ à`õÝÙõß µÓ: 

 A B C D E F G H I J 
1  2015201520152015    µ&ß<æ æ$Ì×&$øù×µ&ß<æ æ$Ì×&$øù×µ&ß<æ æ$Ì×&$øù×µ&ß<æ æ$Ì×&$øù×                        
                  ûÜ&$÷À ÷ÀÛ́ ù$<ûÜ&$÷À ÷ÀÛ́ ù$<ûÜ&$÷À ÷ÀÛ́ ù$<ûÜ&$÷À ÷ÀÛ́ ù$<    
2 

µ&ß<æ µ&ß<æ µ&ß<æ µ&ß<æ 
à‘æ×à‘æ×à‘æ×à‘æ×    

2015201520152015    õÝÙ <`ò õÝÙ <`ò õÝÙ <`ò õÝÙ <`ò 
æ} Ố_ û`× æ} Ố_ û`× æ} Ố_ û`× æ} Ố_ û`× 
èóùèóùèóùèóù    

Ùý$ èõß Ùý$ èõß Ùý$ èõß Ùý$ èõß 
ùÚ<$òÔ ÷ÀÚù ùÚ<$òÔ ÷ÀÚù ùÚ<$òÔ ÷ÀÚù ùÚ<$òÔ ÷ÀÚù 
èóùèóùèóùèóù    

<Ìõ´$ù <Ìõ´$ù <Ìõ´$ù <Ìõ´$ù 
´ÕÙÚæ <´ÕÙÚæ <´ÕÙÚæ <´ÕÙÚæ <`ðÔû`ðÔû`ðÔû`ðÔû    

µ&ß<µ×ß µ×÷ÀÛ µ&ß<µ×ß µ×÷ÀÛ µ&ß<µ×ß µ×÷ÀÛ µ&ß<µ×ß µ×÷ÀÛ 
&Ú® <ÌÂ &Ú® <ÌÂ &Ú® <ÌÂ &Ú® <ÌÂ 
èóùèóùèóùèóù    

æ`ûÒ æ`ûÒ æ`ûÒ æ`ûÒ 
<`ò æÚÎ´<`ò æÚÎ´<`ò æÚÎ´<`ò æÚÎ´    

û`ÆóÛ́û`ÆóÛ́û`ÆóÛ́û`ÆóÛ́     
ãû ãû ãû ãû 

äæõÝ<äæõÝ<äæõÝ<äæõÝ<    
èÝóæ×èÝóæ×èÝóæ×èÝóæ×    

´Ô_ ûÜ&$÷À ´Ô_ ûÜ&$÷À ´Ô_ ûÜ&$÷À ´Ô_ ûÜ&$÷À 
÷ÀÛ́ ù$<÷ÀÛ́ ù$<÷ÀÛ́ ù$<÷ÀÛ́ ù$<    

3 E1255 1,500 5 25,000.00 4 0 13,500 13,500 0.1 14,850 
4 E1258 1,900 13 20,000.00 7 20,000 1,500 21,500 0.4 30,100 
5 E1251 1,680 1 30,000.00 5      
6 E1267 1,780 10 45,000.00 10      
7 E1275 1,980 5 28,000.00 1      
8 E1280 1,890 6 40,000.00 4      
9 E1293 1,500 8 38,000.00 3      
           

ûÜ&$÷À ÷ÀÛ́ ù$< û{õ ûÍ÷ÀÚ èóù× æØùÔ Ù`µÅ:  

(i) 2015 <ÌÂ× õÝÙ û`× 1,600 ð <ò$ <`±µ×ùß <`ò æ} µ&ß<æ×ùßð, å<Ôùß æ`û Ò <`ò æÚÎ´ ùÚ&$ ÷ÀÚÍ 

÷ÀÛ́ ù$<ð Ø`.20,000/- æß äæõÝ æØ µè<ùÔ Ù`µÅ.  

(ii) äæß äæß µ&ß<æ×$ð <`ðÔûß &{Úõ ùÚ<$òÔ ÷ÀÚù 14 æß Ùý$ ÷ÀÛ à`õ. ûÜ&$÷À ÷ÀÛ́ ù$< èóù× æÚÎµÈ÷ÀÛ &Ú×Ï´ 

Ùý$ µù$èõß <`ðÔûß &{Úõ ùÚ<$òÔ, ÷ÀÚùæð Ø`.1,500/- ý`èÚùß ûÜõÚûÕØó× æØùÔ Ù`µÅ.  

(iii) <ÌÂ õÝùæð <ò$ µ&ß<µ×ß µ×÷ÀÛ &Ú® &Ú×Ï´ µ&ß<æ×ùß µ<ùÔµ<ùß, ÷ÀÚÍ ÷ÀÛ́ ù$ ãû äæõÝ<, <ÌÂ õÝù áæß́ <ù 

µ&ß<$ æ$Ù× &úÀ{$ <ÌÂ×æð 0.1 ý`èÚùß <Õ èÝóæ×æÚùß (multiplier) äæß äæß à<ÔØ`÷Àß÷À &úÀ{$ èÝó æØùÔ 

Ù`µÅ (÷ÀÚÍ ÷ÀÛ́ ù$ èÝóæ×). 

(iv) äæß µ&ß<æµ×æÝ &úÀ{$ µè<ùÔ Ùýù ÷ÀÚÍ ÷ÀÛ́ ù$ äæõÝ<{Ú ãûÍ´× Ø`.45,000/- æð &Û́ $ (capped) æØùÔ Ù`ý 

à`õ. 
 

û`õÝØ`Èûõæ þ$Ñõ µæµØù ÁÜÚõ×ùß &{ &ÕõÜ ûÚ}ÚýúÀ åµÅ ÷À̀ ùỐ  µ×$÷À$ èùÚÆùß, á{õ û`õÝØ`È ûõÜµ×ß ´õÝæØ 

÷Àæß<$ à`õÚ F5, G5, H5, I5 &{ J5 ×ù µæ$ßÂ &úÀ{$ à÷À$Ù &ÕõÜ / ÁÜÚõ {ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù.  

ûÜ&$÷À ÷ÀÛ́ ù$ ÁÛÌÂ× ×ðµõß ûÜ÷ÀÌÁù× æØ à`õÚ ùÚ×`÷ÀÚ àè×ùß (sample values) Ùý$ è`ùÛ́  &úÀ{$ á{õ ÷À̀ æßµ<ù 

µûßÙÚ (äùÈ, 3 &{ 4 µûßÙÚ) <Ùð ûÚðûõß æÚÎ´ð {`æÚ<ùÔ ûÚóÚ&, µ´´ &ÕõÜ / ÁÜÚõ &úÀ{$ à÷À$Ù µæ$ßÂ µ×$ Ố (cell 

references) ùÚ<`Ø÷ÀÚ< ÷À̀ æßÑ× ×ÔõÝ×.  (ÙæÝóÔ 10) 
   (´Ô_ ÙæÝóÔ 15) 

                                            
                                                                                                                                             

 
    

åýµèß ÆõÜµ×æß ù< <]$û$Íæ æð×Ôõßõæß (new venture) à$ØÈþ æÚÎ´ð &`Ù&ÔÈ æØÆùß &Ú̄ . àùßõÌí$Ù µû$õß 

µ<µ}úÀ&`Ùæß Ñ<#õ æØù<$ ÷À, ù`õµ{$õß &ÈûÜ÷À$×Úæ< µþ[õÚæ µÙ& µû$õß ÑæÝóù µ<µ}úÀ &`Ùæß Ñ<#õ 

æØù<$ ÷À ×ùßù ûÚ}ÚýúÀ< å{Ô æÙßûù$ æØÆùß &Ú̄ .  

(a) &ÈûÜ÷À$×æ µû$õß µ<µ}úÀ&`Ùæß à$ØÈþ æØù<$ð <ò$ àùßõÌí$Ù µû$õß µ<µ}úÀ&`Ùæß à$ØÈþ æÚÎµÈ <$&Ú 

õÝùæß(03) &úÀ{ùß æØùßù&úÀ{ùß æØùßù&úÀ{ùß æØùßù&úÀ{ùß æØùßù.  (ÙæÝóÔ 03) 

(b) &ÈûÜ÷À$×æ µû$õß µ<µ}úÀ&`Ùæß à$ØÈþ æØù<$ð <ò$ àùßõÌí$Ù µû$õß µ<µ}úÀ&`Ùæß à$ØÈþ æÚÎµÈ à<$&Ú 

õÝùæß(03) &úÀ{ùß æØùßù&úÀ{ùß æØùßù&úÀ{ùß æØùßù&úÀ{ùß æØùßù. (ÙæÝóÔ 03)  

(c) ÷À̀ ùð´õß æÜÚ×$õß́ æ <ù íùûÜÚ× àùßõÌí$Ù µû$õß µ<µ}úÀ&`Ùæß {ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù.  (ÙæÝóÔ 02) 

(d) åµÅ ÆõÜ×$ àùßõÌí$Ù µû$õß µ<µ}úÀ&`Ùæß Ñ<#õ æÚÎ´ð õÛØó× æ}µ{$õß, å{Ôð µèÒÈ (payments) 

ý$Øèõ (accept) {`æßµæß µæµ&ß÷À̀ ×Ú û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù.   (ÙæÝóÔ 03)  

(e) å{Ôµèß àùßõÌí$Ù µû$õß µ<µ}úÀ&`Ù ûÜ<Ìøù× æÚÎ´ &úÀ{$, å{Ôð Ố{ÔóÔ µû$õ (Facebook) <`ùÚ &´$í 

´$ø] àòÑ (social media sites) ãûµ×$ßèÛ æØ èõ {`æßµæß µæµ&ß÷À̀ ×Ú û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù.  (ÙæÝóÔ 04) 
 (´Ô_ ÙæÝóÔ 15) 

04 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 
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û÷À &æ&ù ´#÷̧æ$‘è×æß (Word Processing Software) þ$Ñõ æØ ûÚ}Úµ×Ù æØù Ù÷À ûõÜÚæ$<æ (leaflet) ûÚ}ÚÃåÔ< 
û{õÚùß ûÜ÷ÀÌÁù× æØ à`õ: 

 

 

1 <ù ûÚ}Ú1 <ù ûÚ}Ú1 <ù ûÚ}Ú1 <ù ûÚ}ÚÃÃÃÃÖÔ<ÖÔ<ÖÔ<ÖÔ<    

 

05 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 

 

a 

b 

c 

d 

e 

f 

f 

g 

No. 43, Queens Road, 

Bambalapitiya, Colombo 04. 

Tel: 0112-575020 
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û{õ (a) &Úð (g) ÷Àæß<$ &úÀ{ùß æØ à`õÚ á{õ ûÚ}ÚÃÖÔµÓ âõÙ µ×$÷À$ {ú̧ùß<$ ÷ÀÛ à`õÚ äæß äæß æ$Ì×× &ÈûÕÌó 

æÚÎ´ &úÀ{$ åý Ñ&Úùß þ$Ñõ æØùÔ Ùýù &`æ&ÛµÈ à‘è× (word processing feature) ã÷À${Øóµ×ß ÷ÀÛ à`õÚ 

à$æ$Ø×ð û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù.  

µÈ &úÀ{$ åý Ñ&Úùß ´×ÚµæÜ$µ&$\ß> <Ì³ (Microsoft Word) ´#÷æ̧$‘è× þ$Ñõ æØùßµùß×`×Ú ãûæÙßûù× æØùßù. 

µ´´ æ$Ì×× &úÀ{$ åý þ$Ñõ æØù ûÍèóæµ×ß ÷À#ò ±&ßæµ×ß (hard disk) û{õ ÷À̀ æßµ<ù ûÚ}ÚÃÖÔ µè$ùÔ< 

(image file) (2 <ù ûÚ}ÚÃÖÔ<) (image 2) à`õÚ ý<÷À ãûæÙßûù× æØùßù.  

 

 

 

 

 

 

 

 

 

 

 

2 <ù ûÚ}ÚÉÖÔ<2 <ù ûÚ}ÚÉÖÔ<2 <ù ûÚ}ÚÉÖÔ<2 <ù ûÚ}ÚÉÖÔ< 
 
àæÝØ` õØµÈ (font size) µ{$ß àæÝØ` <Ìèµ×ß µ<ù&ßÒÈ (font face changes) µ{$ß åý &úÀ{ùß æÚÎ´ à<Á] µù$µÓ. 
                                                                                                                                

ã÷À${Øó×ã÷À${Øó×ã÷À${Øó×ã÷À${Øó×::::    

ûÜÁßù× :  ûõÜÚæ$µÓ û`õÚ {õµØùß́  µ&.Ç. 1 æ ´$×ÚÈ õÛØ` (margin) õý$ è`ùÛ́ ð.  

ãõßõØ× : <Øó ûõ (menu) þ$Ñõ æØ Page Layout Page Layout Page Layout Page Layout >    Margins Margins Margins Margins >    Picture Picture Picture Picture >    Custom MarginsCustom MarginsCustom MarginsCustom Margins  ×ùßù 

µõ$ßØ$µèù ãò, ×ð, <´ &{ ÷ÀæÝóð µ&.Ç. 1 ý`êÚùß ´$×ÚÈ õÛØ` õýùßù. 
 

(a) "Stock Clearance Sale!" ×ùßù ûõÜÚæ$µÓ ÷À̀ æßµ<ù à$æ$Ø×ð <æÜ$æ$Ø µÙ& Ùý$ è`ùÛ́ ð. (1 <ù ûÚ}ÚÃÖÔµÓ 

"a" ÙæÝóÔ æ} âõÙ×ð µ×$ Ố<ùßù)  (ÙæÝóÔ 02) 
  

(b) ûÜ÷ÀÌÁù× æØ à`õÚ ûÚùßõÞØ× Ùý$ è`ùÛ́ ð. (1 <ù ûÚ}ÚÃÖÔµÓ "b" ÙæÝóÔ æ} âõÙ×ð µ×$ Ố<ùßù) &ð{ù: 2 

<ù ûÚ}ÚÃÖÔµÓ ÷À̀ æßµ<ù ûÚùßõÞØ× 1 <ù ûÚ}ÚÃÖÔµÓ ÷À̀ æßµ<ù ûÚùßõÞØ× à$æ$Ø×ð &æ&$ è`ùÛ́  ÷Àæß<$ áðÔ æ} 

×ÔõÝ &Ú×Ï´ æ$Ì××ùß åý Ñ&Úùß ÷À̀ æßÒ´ à<Á] µÓ.  (ÙæÝóÔ 03) 
 

(c) "All Major Brands Panasonic, Sony, LG, Philips, Samsung Sizes from 20 inch to 50 inch" ×ù û$ñ× 

ûõÜÚæ$µÓ ÷À̀ æßµ<ù à$æ$Ø×ð ûÜ÷ÀÌÁù× æÚÎ´ð. (1 <ù ûÚ}ÃÖÔµÓ "c" ÙæÝóÔ æ} âõÙ×ð µ×$ Ố<ùßù) 

 (ÙæÝóÔ 02) 
 

(d) "Hurry, Sale ends on 25th January 2016" ×ù û$ñ× ûõÜÚæ$µÓ ÷À̀ æßµ<ù à$æ$Ø×ð ûÜ÷ÀÌÁù× æÚÎ´ð.       

(1 <ù ûÚ}ÚÃÖÔµÓ "d" ÙæÝóÔ æ} âõÙ×ð µ×$ Ố<ùßù)  (ÙæÝóÔ 02) 
 

(e) "Great Bargains on LCD TVs. Don't miss this once in a lifetime chance to get your hand on a brand 

New LCD TV" ×ù û$ñ× µæ$ðÔ<æß õÝÙð è`ùÛ́ ð.  (text in a box) (1 <ù ûÚ}ÚÃÖÔµÓ "e" ÙæÝóÔ æ} 

âõÙ×ð µ×$ Ố<ùßù)  (ÙæÝóÔ 02) 
  

(f) "Get up to 50% off" ×ù û$ñ×ð û&Ô< (just after) âð ã±ùß "1" áÙæßæ´ Ùý$µèù, ä×ð &Èýùßøæ 

û$ñ×æß (a linked text) ûÚðÔµÓ û{}Úùß ÷À̀ æßÒ´ð. (1 <ù ûÚ}ÃÖÔµÓ "f" ÙæÝóÔ æ} âõÙ µ÷Àæð µ×$ Ố<ùßù) 

 (ÙæÝóÔ 02) 
  

(g) ûÜ÷ÀÌÁù× æØ à`õÚ &´$èµÈ ù´ &{ ÙÚûÚù× ûõÜÚæ$µÓ <È àõ û`õßµõß ÷À̀ æßÒ´ð. (1 <ù ûÚ}ÃÖÔµÓ "g" 

ÙæÝóÔ æ} âõÙ×ð µ×$ Ố<ùßù)  (ÙæÝóÔ 02) 

(´Ô_ ÙæÝóÔ 15) 
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µ<õ :  µ&ßû$Ù µûµÌØ$ (sperera@liontea.lk) 

µèùß :  å´$Ì {Ôµ&ßùß (ohussain@liontea.lk) 

÷ÀÚù× :  2016 µûýØ<$Í 05 

ÑÂ× :  à_µõùß ýúÀ<$ èõß µÙßæÈ<Í× &úÀ{$ Ñ÷Àß]Ôõß õ`û`Ùß ÙÚûÚù× 

{Úõ<õß µ&ßû$Ù, 

æ}´ù$æØó àø]æßÂõÝ́ $µèß µÙßæÈ õùõÝØð èÚ× &õÚµ×ß ýúÀ<$èõß ù$ÙùÛ &ÚÙß<$ µ´µùÑ×       

(NIC 905024500 V) &úÀ{$ Ñ÷Àß]Ôõß õ`û`Ùß ÙÚûÚù×æß ùÚÌ´$ó× (create) æÚÎ´ð æ$Ø`óÚæ <ùßù. à`× 

2016 µûýØ<$Í 08 ÷ÀÚù µ&ß<× à$ØÈþ æØùÔ à`õ. åý Ñ&Úùß Ñ÷Àß]Ôõß õ`û|Ù ùÚÌ´$ó× æÚÎ´ à<&ùß æ} 

û&Ô Ñ÷̧]Ôõß õ`û`Ùß þ$Ñõ× ûÚ}ÚýúÀ &´$èµÈ ûÜõÚûõßõÚ ûÚ}ÚýúÀ à`×< ÷À̀ ùÔ<õß æÚÎ´ &úÀ{$ Email Rules. 

DOC µè$ùÔ< à Ốó$ ṌÙÚæ Ñ÷Àß]Ôõß õ`û|Ùæß à`× µ<õ ×<ùßù.  &ÚÍõß ûÍ÷ÀÚ, à`×µèß à$ØÈþæ ỐØû÷À× 

µÙ& à`×µèß í$õÚæ {`ú̧ùÔÈûµõß à‘æ× ûÚ{ÚðÑ× ×ÔõÝ×. à$ØÈþæ ỐØû÷À× µ<ù&ß æØ è`ùÛ́ ð à`×ð 

´ê µûùßÒ´ &úÀ{$ ´×ÚµæÜ$µ&$\ß> <Ì³ (Microsoft Word) ÙÚ×ÑÙßÙæß ÷À æØ`ó$æØ à Ốó$ ×<ùßù. 

æØ`ó$æØ ×<ùÔ Ùýù Ñ÷Àß]Ôõß õ`û|Ù ´ð &{ æ}´ù$æØó àø]æßÂõÝ́ $ð ûÚðûõß æØùßù.  

&Ôþ û`õÝÈ, 

å´$Ì. 
 

 

     

    

 

µ&ßû$Ù µûµÌØ$µ&ßû$Ù µûµÌØ$µ&ßû$Ù µûµÌØ$µ&ßû$Ù µûµÌØ$    ´{õ$´{õ$´{õ$´{õ$,,,, &Û́ $&{Úõ &Û́ $&{Úõ &Û́ $&{Úõ &Û́ $&{Úõ Ù×ùß Ù×ùß Ù×ùß Ù×ùß ¯ (µû[÷ÀßèÙÚæ) &´$èµÈ¯ (µû[÷ÀßèÙÚæ) &´$èµÈ¯ (µû[÷ÀßèÙÚæ) &´$èµÈ¯ (µû[÷ÀßèÙÚæ) &´$èµÈ û÷ÀßøõÚ ûÍû$Ùæ<Ø×$× (Systems 

Administrator). &´$èµÈ ´$ù< &Èûõß æ}´ù$æØ` <ù å´$Ì {Ôµ&ßùß ´{õ$µèùßå´$Ì {Ôµ&ßùß ´{õ$µèùßå´$Ì {Ôµ&ßùß ´{õ$µèùßå´$Ì {Ôµ&ßùß ´{õ$µèùß û{õ ÷À̀ æßµ<ù Ñ÷Àß]Ôõß õ`û`Ù 

å{Ô µ<õ Ù`Ä õÚµÅ:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

&Û́ $&{Úõ &Û́ $&{Úõ &Û́ $&{Úõ &Û́ $&{Úõ Ù×ùß Ù×ùß Ù×ùß Ù×ùß ¯ ¯ ¯ ¯ (µû[÷ÀßèÙÚæ) &´$èµÈ(µû[÷ÀßèÙÚæ) &´$èµÈ(µû[÷ÀßèÙÚæ) &´$èµÈ(µû[÷ÀßèÙÚæ) &´$èµÈ Ñ÷Àß]Ôõß õ`û`Ùß ÙÚûÚù×ùß &úÀ{$ <ù &´$èÈ ûÜõÚûõßõÚ× <ùßµùß &Ú×Ï´ 

µ&ß<æ×ùß &úÀ{$ ûÍÁÛÙæ ù$´× (username) µÙ&, å<Ôùßµèß û} Ố ùµÈ (first name) ûÜö´ àæßÂØ× µû}ûõß ù$´× 

÷À (surname) &´è &Ú®ù à$æ$Øµ×ùß µ×$÷À$ Ñ÷Àß]Ôõß õ`û`Ùß ÙÚûÚù ùÚÌ´$ó× æÚÎ´ ×. õ<÷À, µ&ß<æµ×æÝ Ñ&Úùß 

µ&ß<× à$ØÈþ æØù Ñð ´$ù< &Èûõß æ}´ù$æØ` Ñ&Úùß Ñ÷Àß]Ôõß õ`û`Ùß ÙÚûÚù×æß &{ à$ØÈþæ ỐØ û÷À×æß 

&û×ùÔ Ù`µÅ.  

µ&ßû$Ù µûµÌØ$ ´{õ$µèßµ&ßû$Ù µûµÌØ$ ´{õ$µèßµ&ßû$Ù µûµÌØ$ ´{õ$µèßµ&ßû$Ù µûµÌØ$ ´{õ$µèß æ$Ì×þ$Ø× áðÔæÚÎ´ð åýð &Ú÷Ò̧ à`õ`×Ú ÷À åý Ñ&Úùß ùÕõù Ñ÷Àß]Ôõß õ`û`Ùß ´#÷æ̧$‘è 

þ$Ñõ æØù ý< ÷À ãûæÙßûù× æØùßù.  

õ<÷À, û{õ ÷À̀ æßµ<ù µõ$ØõÝØ` ÷À åýð &û×$ à`õ: 

� &Û́ $&{Úõ &Û́ $&{Úõ &Û́ $&{Úõ &Û́ $&{Úõ Ù×ùß Ù×ùß Ù×ùß Ù×ùß ¯ (µû[÷ÀßèÙÚæ) &´$èµÈ¯ (µû[÷ÀßèÙÚæ) &´$èµÈ¯ (µû[÷ÀßèÙÚæ) &´$èµÈ¯ (µû[÷ÀßèÙÚæ) &´$èµÈ ÙÚûÚù×: 

à‘æ 200, æÚØ`} û$Ø, ù$Ø$µ{ßùßûÚð, µæ$}Ö 05, ÁÜÛ Ù‘æ$<.         ÷̧Øæõù: +94-11-2559900 

� &Û́ $&{Úõ &Û́ $&{Úõ &Û́ $&{Úõ &Û́ $&{Úõ Ù×ùß Ù×ùß Ù×ùß Ù×ùß ¯ (µû[÷ÀßèÙÚæ) &´$èµÈ¯ (µû[÷ÀßèÙÚæ) &´$èµÈ¯ (µû[÷ÀßèÙÚæ) &´$èµÈ¯ (µû[÷ÀßèÙÚæ) &´$èµÈ    æ}´ù$æØó àø]æßÂ : ØÒ ỐØÙÚ÷ÀØùß ´{õ$×. 

� µ&ßû$Ù µûµÌØ$ ´{õ$µèß ùÚÙ ÷Ø̧æõù à‘æ× :   +94-11-2559900  ÷ÀÚèÝ à‘æ× 1234.  

� µ&ßû$Ù µûµÌØ$ ´{õ$µèß í‘è´ ÷Ø̧æõù à‘æ× :   +94-77-1231000. 

06 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 
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 (a) Ñ÷Àß]Ôõß õ`û`Ùß ×`Ò´ &Èýùßøµ×ùß åýµèß ÷À̀ ùỐ  þ$Ñõ æØ á{õ µõ$ØõÝØ` &ùßùÚµÓ÷Àù× æÚÎ´ 

&úÀ{$, à‘æ (1) &Úð (8) ÷Àæß<$ ÙæÝóÔ æ} µæ$ðÔ &úÀ{$ µ×$ßè] û$ñ {ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù.  

  åµÅ ãõßõØ×, µû$µõß, äæß äæß µæ$ðÔ à‘æ× &´è, ÙÚ×ùßù. ×ÈæÚ&Ú µæ$ðÔ<æß {Ú&ß< õ`Ã× ×ÔõÝ×`×Ú 

åý &ÚõùßµùßùÈ, ä´ µæ$ðÔ à‘æ× æÚ&Ú<æß µù$ÙÚ×$ {Ú&ß< õýùßù.  
   

µ<õ (To) 
-----------------------(1)--------------------------- 

CC 
------------------------(2)--------------------------- 

BCC 
------------------------(3)--------------------------- 

ÑÂ× (Subject) 
------------------------(4)--------------------------- 

ûÜÚ× --------------------------(5)-------------------------- 

 

&Û́ $&{Úõ &Û́ $&{Úõ &Û́ $&{Úõ &Û́ $&{Úõ Ù×ùß Ù×ùß Ù×ùß Ù×ùß ¯ (µû[÷ÀßèÙÚæ) &´$èµÈ¯ (µû[÷ÀßèÙÚæ) &´$èµÈ¯ (µû[÷ÀßèÙÚæ) &´$èµÈ¯ (µû[÷ÀßèÙÚæ) &´$èµÈ µõ$ØõÝØ` õ$æßÂó (IT) µ÷Àû$ÌõµÈùßõÝ< 

µ<ùÔµ<ùß ´´ åý &$÷ÀØµ×ùß ûÚ}ÚèùÚÆ!  

 

àµûß &´$è´ ûÚ}ÚýúÀ< åý <ò$õß ÷À̀ ùÔ<õß <ù Ñð, ä× <`ò æÚÎ´ð µû$}Ö<ù 

àõÚ÷ÀæßÂ×ùß µý$µ{$ßµ÷ÀµùæÝ &Ú®ù ý{ÔÑø à<&ßö$ &ûÚÍ ã÷Àß÷ÀÛûÚõ (exciting) &ßö$ù×æß 

µÙ& {ú̧ù$èùÔ à`õ. åý àµûß æóßò$×µÈ à<Á]´ µæ$ð&æß <ùÔ à`õ`×Ú àû 

÷Àùßù$ àõØ, àû &´$èµ´ùß åý µ<õ ÷À$×$÷À µæµØù &Ú×Ï´ µ÷À×Úùß, <$&Ú àõßæØèùÔ 

à`õ`×Ú ÷À ÑÁß<$& æØ Ố.  

 

&´$èµÈ ÷À̀ ùð æÜÚ×$õß́ æ <ù Ñ÷Àß]Ôõß õ`û`Ùß <Ùð à÷À$Ù ûÜõÚûõßõÚ Ñ&ßõØ µæµØù 

ÙÚ×ÑÙßÙ µ´×ð à Ốó$ ä<$ à`õ. à<Á] æ$Ù× Æò‘èÝ æØ ä× æÚ×<$ ýÙùßù. õ<÷À, 

åýµèß à$ØÈþæ ỐØû÷À× µ<ù&ß æ} {`æßµæß µæµ&ß÷À̀ ×Ú ãûµ÷À&ß µ÷Àù ÙÚ×ÑÙßÙæß ÷À 

µ<ù´ à Ốó$ ä<$ à`õ.  

 

åýð û`{`÷ÀÚÙÚ æØèõ ×ÔõÝ æÚ&Ú<æß µÓ ùÈ, µù$û`æÚÙ< ´$ à´õùßù.  

 

{Úõ<õß 

 ---------------------------(6)----------------------------------- 

àõß&ù 

û$ñ 
(Signature 
Text) 

-----------------------(7)--------------------------- 

 

 

 

à` ỐóÔÈ --------------------------(8)------------------------- 
 

(ÙæÝóÔ 09) 

 

 (b) äæß äæß <Ìè×ð ã÷À${Øó µ÷Àæ(02) ý`èÚùß µ÷ÀÆùß µ<Å û$÷Àæ Ñ÷]̧Ôõß õ`û`Ùß èÜ${æ×Úùß (web-based 

email clients) &{ õùÚ Ñ÷Àß]Ôõß õ`û`Ùß èÜ${æ×ùß (standalone email clients) àõØ µ<ù& û`{`÷ÀÚÙÚ û`{`÷ÀÚÙÚ û`{`÷ÀÚÙÚ û`{`÷ÀÚÙÚ 

æØæØæØæØùßùùßùùßùùßù. (ÙæÝóÔ 06) 
(´Ô_ ÙæÝóÔ 15) 
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äµæ$ßäµæ$ßäµæ$ßäµæ$ß----ÆÙßæß,ÆÙßæß,ÆÙßæß,ÆÙßæß,  æÚÍ à${$Ø ÑæÚóÛµÈ µ×µ÷Àù µ<µ}úÀ&`Ùæß µÙ&, }ê÷ÀÛ Ñ<#õ æÚÎ´ð ùÚ×Æõ×. ä{Ú ùÚÂßû$÷ÀÚõ 

Ù`×Ú&ßõÝµ<ùß ãûÔð$ è`ùÛ́ æß û{õ ûÜ÷ÀÌÁù× æØ à`õ. ùÚÂßû$÷ÀÚõ Ù`×Ú&ßõÝ< ûÍèóæèõ ÷Àõßõ û÷Àù´æ èýò$ 

æØ õ`Ä´ð µ<µ}úÀ&`Ù &`Ù&ÔÈ æØÆùß &Ú̄ : 

ùÚÂßû$÷ÀÚõ ùÚÂßû$÷ÀÚõ ùÚÂßû$÷ÀÚõ ùÚÂßû$÷ÀÚõ 
<Ì<Ì<Ì<Ìèèèè××××    

ùÚÂßû$÷ÀÚõµ×ß ùÚÂßû$÷ÀÚõµ×ß ùÚÂßû$÷ÀÚõµ×ß ùÚÂßû$÷ÀÚõµ×ß 
ù´ù´ù´ù´    

&`û×ÔÈæØ`&`û×ÔÈæØ`&`û×ÔÈæØ`&`û×ÔÈæØ`    ýØýØýØýØ    (èÜ|È)(èÜ|È)(èÜ|È)(èÜ|È)    

ÑÁß< ùÚÂßû$÷ÀÚõ ÑÁß< ùÚÂßû$÷ÀÚõ ÑÁß< ùÚÂßû$÷ÀÚõ ÑÁß< ùÚÂßû$÷ÀÚõ 
µæßõ× µæßõ× µæßõ× µæßõ×     

((((Universal Universal Universal Universal 
Product CodeProduct CodeProduct CodeProduct Code))))    

æÙß áæÝõß æÙß áæÝõß æÙß áæÝõß æÙß áæÝõß 
<ù ÷ÀÚù<ù ÷ÀÚù<ù ÷ÀÚù<ù ÷ÀÚù××××    

ÑæÝóÔÈ ÆÙ ÑæÝóÔÈ ÆÙ ÑæÝóÔÈ ÆÙ ÑæÝóÔÈ ÆÙ 
(Ø`.)(Ø`.)(Ø`.)(Ø`.)    

æ$³ûõß æ$³ûõß æ$³ûõß æ$³ûõß 
÷ÀØùßùùßð ÷ÀØùßùùßð ÷ÀØùßùùßð ÷ÀØùßùùßð 5% 5% 5% 5% 

<>ð´<>ð´<>ð´<>ð´    

æÚÍ ’ùßæÌ 
&Û́ $&{Úõ µ³Íµæ$ß 
&´$è´ 

1,000 123456789012 2016.07.11 810.00 åÓ 

æÚÍ µòÙßµ´$ß 
&Û́ $&{Úõ µ³Íµæ$ß 
&´$è´ 

400 123456789013 2016.01.26 325.00 åÓ 

æÚÍ ùÚÓ µòÙ$ &Û́ $&{Úõ µ³Í \Ô³&ß 400 623455789119 2016.05.11 310.00 ù`õ 

ýðÌ ’ùßæÌ 
&Û́ $&{Úõ µ³Íµæ$ß 
&´$è´ 

227 123456783321 2016.04.12 495.00 åÓ 

ýðÌ ùÚÓ µòÙ$ &Û́ $&{Úõ µ³Í \Ô³&ß 200 123456781201 2016.06.11 290.00 ù`õ 

¦&ß {`ûÚ æÜ$\ß> &Û́ $&{Úõ ð`&ùß&ßß 340 123456723233 2016.03.09 639.00 åÓ 

µ×$ßè> ùÚÓ µòÙ$ &Û́ $&{Úõ µ³Í \Ô³&ß 500 123452345563 2016.01.31 150.00 åÓ 

¦&ß ¦µò$ß &Û́ $&{Úõ ð`&ùß&ßß 250 123456782222 2016.03.16 945.00 åÓ 

á{õ ÷ÀÛ à`õÚ µõ$ØõÝØ` û´óæß õÚµÅ×`×Ú &ÙæÆùß û{õ ûÜÁßù<Ùð ãõßõØ &û×ùßù: 

(a) á{õ ÷ÀÛ à`õÚ æßµÂßõÜ àõÝµØùß ûÜø$ù æßµÂßõÜ× (key field) µÙ& &Ùæ$ ý`ÙÛ́ ð <ò$õß́  &Ô÷̧&Ô æßµÂßõÜ× 

µõ$ßØùßùµõ$ßØùßùµõ$ßØùßùµõ$ßØùßù. åýµèß µõ$ßØ$ è`ùÛ́ ð û$÷Àæ <ù µ{ßõÝ< û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù.   (ÙæÝóÔ 02) 
 
(b) û{õ &úÀ{ùß äæß äæß æßµÂßõÜ× &úÀ{$ <ò$õß́  &Ô÷&̧Ô ÷Àõßõ <Ìè× {ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù:  

æßµÂßõÜæßµÂßõÜæßµÂßõÜæßµÂßõÜµ×ßµ×ßµ×ßµ×ß    ù´ù´ù´ù´    ÷Àõßõ <Ìè×÷Àõßõ <Ìè×÷Àõßõ <Ìè×÷Àõßõ <Ìè×    

ùÚÂßû$÷ÀÚõ <Ìè×  

ùÚÂßû$÷ÀÚõµ×ß ù´  

&`û×ÔÈæØ`  

ýØ  

ÑÁß< ùÚÂßû$÷ÀÚõ µæßõ×  

æÙß áæÝõß <ù ÷ÀÚù×  

ÑæÝóÔÈ ÆÙ  

æ$³ûõß ÷ÀØùßùùßð 5% <>ðÈ  
(ÙæÝóÔ 08) 

 

(c) ÑæÝóù Ù÷À à×Úõ´ àõØ ùÚÂßû$÷ÀÚõ <Ìè {õØæß û´óæß à`õ`×Ú ãûæÙßûù× æØÆùß, ÷Àõßõ à`õÝ_ æÚÎµÈ 

æÜÚ×$<ÙÚ× <ò$ æ$Ì×æßÂ´ æÚÎ´ &úÀ{$ <èÝµÓ <]Ô{×ð (table structure) æ}{`æÚ ×È µ<ù&ßæÈ û`{`÷ÀÚÙÚ û`{`÷ÀÚÙÚ û`{`÷ÀÚÙÚ û`{`÷ÀÚÙÚ 

æØùßùæØùßùæØùßùæØùßù. (ÙæÝóÔ 02)  

(d) ÑæÝóù Ù÷À ùÚÂßû$÷ÀÚõ×æ ãûÍ´ ýØ èÜ|È 5,000 æß &{ à<´ ýØ èÜ|È 100 æß ×`×Ú ãûæÙßûù× æØÆùß, 

÷Àõßõ à`õÝ_æÚÎµÈ æÜÚ×$<ÙÚ× <ò$ æ$Ì×æßÂ´ æÚÎ´ &úÀ{$ <èÝµÓ <]Ô{×ð æ} {`æÚ µ<ù&ßæÈ û`{`÷ÀÚÙÚ û`{`÷ÀÚÙÚ û`{`÷ÀÚÙÚ û`{`÷ÀÚÙÚ 

æØùßùæØùßùæØùßùæØùßù.  (ÙæÝóÔ 03) 
 (´Ô_ ÙæÝóÔ 15) 

07 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 

B µæ$ðµ&{Ú à<&$ù×    


