
&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$ßù×    ----    2012012012017777    íù<$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> (äÈ.ä&ß.) å\Û&ß [Microsoft (MS) Office] ×ùÔ ûÜ&Ú÷Àßø &{ ý{ÔÙ <Áµ×ùß þ$Ñõ µæµØù 

æ$Ì×$Ù üÙ÷À$×Ûõ$< &{Úõ ´#÷æ̧$‘è äæõÝ<æÚ (office productivity software suite). µ´´ ´#÷̧æ$‘è 

äæõÝµÓ ù<õ´ &‘&ßæØó× (latest version) {úù̧ß<ùÔ Ùýùßµùß: 

(1)  MS Office 8 µÙ&×Ú.  (2)  MS Office 10 µÙ&×Ú.  

 (3)  MS Office 2016 µÙ&×Ú.  (4)  MS Office 2017 µÙ&×Ú.  
 

    

    

    

    

    

    

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

ûÚðÔ èóù :  08 
ûÜÁßù èóù : 07 

2017-01-28 

û&ß<Ø`  

[1.45 – 5.00]  
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30%

50%

20%

1.21.21.21.2  û{õ µûùß<$ à`õÚ ûÜ&ßõ$Øµ×ß ù´ <ùßµùß: 

 

 

 
 
 

(1)  <#õßõ ûÜ&ßõ$Ø× (Circle Chart).  (2)  ýÔýÔ_ ûÜ&ßõ$Ø× (Bubble Chart).  

 (3)  <ð ûÜ&ßõ$Ø× (Pie Chart).  (4)  õÚõß ûÜ&ßõ$Ø× (Dot Chart).  

  

1.31.31.31.3  û{õ &úÀ{ùß ´#÷æ̧$‘è <Ìè àõÝµØùß, <> á\ß ÑÁßµÙßÂó× (what-if Analysis), ÷Àõßõ <Ù‘èÝæØó× (Data 

Validation) &{ ÷Àõßõ µûØó× (Data Filter) ×ù à‘è (features) à`õÝÙõß <ùßµùß æÝ́ ù ´#÷æ̧$‘è <Ìèµ×ß 

÷À? 

(1)  ûÍèóæ à$ÁÜÚõ Ø|ûæ ´#÷̧æ$‘è (Desktop Graphics Software). 

(2)  û`õÝØ`Èûõß ´#÷̧æ$‘è (Spreadsheet Software).  

 (3)  û÷À &`æ&ÔÈ ´#÷æ̧$‘è (Word Processing Software).   

 (4)  á÷ÀÚÍûõß æÚÎµÈ ´#÷æ̧$‘è (Presentation Software).  

1.41.41.41.4  û{õ &úÀ{ùß äß<$ àõÝµØùß, ´×ÚµæÜ$µ&$\ß> à`æß&&ß (Microsoft Access) þ$Ñõ æÚÎµÈ÷ÀÛ à$æ#õÚ×æ (form) 

÷À̀ ùð à`õÝÙõß æØ à`õÚ ÷Àõßõ <ÙÚùß ¡ù|´ µõ$ßØ$èõß û$ñ×æß (text) û&ÔØ` ûÔ<Ø`< (clipboard) õÝ}ð µèù 

×$´ð (move), þ$Ñõ æØùßµùß æÝ́ ù Ñø$ù× (command) ÷À? 

(1)  CTRL + A (2)  CTRL + C (3)  CTRL + V (4)  CTRL + X  

1.51.51.51.5  û{õ &úÀ{ùß äß<$ àõÝµØùß, ´#÷æ̧$‘è &úÀ{$ ùÚæÝõß æØùÔ Ùýù &÷À$õù ýÙûõÜ<Ù (perpetual licenses) 

ÙæßÂó×æß <ùßµùß æÝ́ æß ÷À? 

(1)  ä× æÙßý÷ ̧æ$Ù× áæÝõß <Õ û&Ô àÏõß æ} ×ÔõÝ×.  

(2)  ä× ´#÷æ̧$‘è× þ$Ñõ×ð ÷ÀÚù ùÚ×´×æß µù$´`õÚ< à<&Ø µ÷À×Ú. 

 (3)  ä× äæß ûÍÁÛÙæµ×æÝð û´óæß ´#÷æ̧$‘è× þ$Ñõ æÚÎ´ð à<&Ø µ÷À×Ú.   

 (4)  ä×, à× æÚÎ´æÚùß µõ$Ø< (µù$ÆµÙß) ´#÷̧æ$‘è× µý÷À${`Î´ð à<&Ø µ÷À×Ú.  

1.61.61.61.6  <ÌÂ×æð ÆùÚõßõÝ 5¼ æß ý`èÚùß àæÜÚ× æ$Ù×æß (downtime) &{Úõ< 99.99% æ í$Ù û{&ÔæÈ &Ù&$÷ÀÛ́ ð 

Ñ÷Ù̧Ú &‘µ÷ÀßÁ &`û×ÔÈæØ`µ<æß &{ &‘Ñø$ù×æß àõØ <Ô ÙÚ¢õ èÚÑ&Ố æÚùß (documented agreement) 

µû$µØ$ùß÷̧ µÓ. µ´´ èÚÑ&Ố  &}æùÔ Ù`Ã× {`æßµæß: 

(1)  µ&ß<$ ´>ðµÈ èÚÑ&Ô´æß (Service Level Agreement) µÙ&×Ú.   

(2)  à<&ùß ûÍÁÛÙæ ýÙûõÜ èÚÑ&Ố æß (End User License Agreement) µÙ&×Ú. 

(3)  <$ÌÂÚæ ùòõßõÝ èÚÑ&Ố æß (Annual Maintenance Contract) µÙ&×Ú.   

(4)  æÈæØ` èÚÑ&Ố æß (Labour Agreement) µÙ&×Ú.    
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1.71.71.71.7  û{õ &úÀ{ùß äß<$ àõÝµØùß, µõ$ØõÝØ` û÷ÀßøõÚ &úÀ{$ þ$Ñõ µæµØù <}æß<$ è`ùÛµÈ õ$æßÂóÚæ û$Ùù×æß 

(preventive technical control) µÙ& &}æùÔ Ù`Ã× {`æßµæß æÝ́ æß ÷À?  

    (1)  Ñèóù áêÚ (Audit Trails). (2)  ÷Àõßõ èÝûßõµæßõù× (Data Encryption). 

  (3)  ãû&ßö ýÙ× (Backup power). (4)  èÚùÚ {ú̧ù$è`ùÛµÈ ãûæØó× (Fire detector). 

1.81.81.81.8  "Oracle E-Business Suite" ã÷À${Øó×æß <ùßµùß: 

(1)  û`õÝØ`Èûõß ´#÷̧æ$‘è (Spreadsheet Software) &úÀ{$×Ú.   

(2)  <]$û#õÚ æ}´ù$æØó ´[÷̧æ$‘è (Project Management Software) &úÀ{$×Ú.  

(3)  <]<&$× &Èûõß &`Ù&ÔÈæØó û÷ÀßøõÚ ´#÷æ̧$‘è [Enterprise Resource Planning (ERP) software] &úÀ{$×Ú.  

(4)  á÷ÀÚÍûõß æÚÎµÈ ´#÷æ̧$‘è (Presentation Software) &úÀ{$×Ú.      

1.91.91.91.9  û{õ &úÀ{ùß äß<$ àõÝµØùß, <Ù‘èÝ Ñ÷Àß]Ôõß õ`û`Ùß ÙÚûÚù×æß (a valid E-mail address) <ùßµùß æÝ́ æß ÷À? 

(1)  studentATaatslDOTlk (2)  @student.aatsl.lk 

 (3)  student@aatsl.lk (4)  student.aatsl@lk 

1.101.101.101.10  û{õ ÷À̀ æßµ<ù ´×ÚµæÜ$µ&$\ß> û<Ìµû$×Úùß> &ßÙ×Úòµ×{Ú (Microsoft PowerPoint slide) à×Úõ´ õÝùæ 

Ù`×Ú&ßõÝ<æß àò‘èÝ µÓ. äýú̧ Ù`×Ú&ßõÝ<æß {ú̧ù$ è`ùÛ́ ð þ$Ñõ æØù ù´ <ùßµùß: 

(1)  à‘æÚõ Ù`×Ú&ßõÝ< (Numbered List). 

(2)  æ`ûÛ µûµùù &‘µæßõ &{Úõ Ù`×Ú&ßõÝ< (Bulleted List). 

 (3)  õÚõß Ù`×Ú&ßõÝ< (Dot List). 

 (4)  èÚóÔÈæØó Ù`×Ú&ßõÝ< (Accounting List).   

    

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  ÑÁ$Ù èÜ${æ ûÚÍ&æß µ<õ à$ÌöÚæ´× <Áµ×ùß Ù$þ÷À$×æ à×ÔÍùß &ÈýùßøÒ´ &úÀ{$ àµÙÑæØ`<ùß Ñ&Úùß 

µý$µ{$ßÑð Ñ÷Àß]Ôõß õ`û|Ù (E-mail) þ$Ñõ æØùÔ Ù`µÅ. äýú̧ Ñ÷Àß]Ôõß õ`û`Ùß <{$´ ´æ$ ÷À̀ Ç´ð (delete)  

………… [ÎõÚ (Rules) / æÜÚ×$æ$ØæÈ (Functions)] µý$µ{$´×æß Ñ÷̧]Ôõß õ`û`Ùß ´#÷æ̧$‘è &{ µ<Å àòÑ 

û$÷Àæ (web based email) ´#÷æ̧$‘è <Ù ûÚ{ÚðÔÑ× {`æÚ×.  

1.121.121.121.12  VOIP ×ùÔ ………… [Ò±µ×$ß (Video) / æð{ô (Voice)] ûÚ}ÚýúÀ µõ$ØõÝØ` &‘ç]$‘æ &ß<Ø|ûµ×ùß (in 

digital form)  µ<ùß< û<õÚù û`æ> <Áµ×ùß (in discrete packets) µý÷À${`Î´ æ}´ù$æØó× æÚÎ´ð 

þ$Ñõ æØù ùÚ×´$<ÙÚ×æÚ (protocol).   

1.131.131.131.13  ÷Àõßõ û÷ÀùÈ (Database) ………… [<$Ìõ$< (Report) / Ñ´&Ố  (Query)] <ù${Ú åýµèß µõßÎ´ (sort) µ{$ß 

µûØó (filter) ùÚÌó$×æ×ùß{Ú (criteria) õ`ùßûõß æ} (saved) &‘&ßæØó×ð (version) <ò$ <`± µ÷À×æß 

µù$µÓ.   

AAT Examination 

Competency Levels 

• AA1  :  Accounting Assistant 

• AA2  :  Accounting Analyst 

• AA3  :  Accounting Associate 
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1.141.141.141.14  Gnumeric ×ùÔ GNOME µù$ÆµÙß &û×ù ´#÷̧æ$‘è <]$û#õÚµ×ß (free software desktop project) 

………… [û`õÝØ`Èûõß (Spreadsheet) / ÷Àõßõ û÷ÀùÈ (Database)] &‘Øëæ××Ú (component).   

1.151.151.151.15  MS Word ÙÚ×ÑÙßÙæ æ$<÷Àß÷À$ à`õÚ ûÚùßõÞØ×æ µù$<`÷Àèõß µæ$ð&ß à×Úùß æÚÎ´ð (trim) àûð à<Á] <Õ Ñð, 

………… [æ`ûÛµÈ (Crop) / {ûùß ¥õÜ (Smart Art)] µ´<Ù´ (tool) àûð þ$Ñõ 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 ãõßõØ µû$µõß ÙÚ×ùßù. 

1.161.161.161.16  ´×ÚµæÜ$µ&$\ß> <Ì³{Ú à`õÚ <èÝ<æ õÛØ`<Ù &úÀ{ùß ÷Àõßõ äæõÝæÚÎ´ &úÀ{$ àûð &ÔõÜ×æß (formula) þ$Ñõ 

æ} {`æÚ×. 

1.171.171.171.17  Ñ÷]̧Ôõß õ`û`Ùß èÝûßõµæßõùµ×ß÷ÀÛ (encryption) Ñ÷̧]Ôõß õ`û|Ù æÚ×Ñ× µù${`æÚ (non-readable) à$æ#õÚ×æð 

(format) ûÍ<Ìõù× æÚÎ´ &úÀ{$ ×õÝØæß (a key) à<Á] µÓ.   

1.181.181.181.18  HTML ×ùÔ, à½û$ñ (hypertext) &Èýùßøæ ´êÚùß äæÚµùæð &ùßø$ùèõ æØ à`õÚ àùßõÌí$Ù× {Ø{$ 

µý÷À${`Ø à`õÚ ÙÚ×ÑÙÚ {$ µ&ß<$<ùßµèß äæõÝ<æÚ. 

1.191.191.191.19  á÷ÀÚÍûõß æÚÎµÈ àõßûõÜÚæ$ áùßðÌµù> {Ø{$ (online) ×`ÒµÈ÷ÀÛ àûð û<Ìµû$×Úùß> á÷ÀÚÍûõß æÚÎ´ (power 

point presentation)  XLS µè$ùÔ<æð ûÍ<Ìõù× (convert) æ} {`æÚ×.  

1.201.201.201.20  MS Word ÙÚ×ÑÙßÙæß &Ô’æÛ´ æ} û&Ô (after saving), àû ALT-F4 ×õÝØ` &‘µ×$ßíù× (key combination) 

õ÷À (press) æØùßµùß ùÈ MS Word <`ò&ð{ù à×ÚùßÒ´ (exit) &Ú÷̧µÓ.     
(äææð ÙæÝóÔ 02 ý`èÚùß, ´Ô_ ÙæÝóÔ 40)  

 
  

BBBB    µæ$ð&µæ$ð&µæ$ð&µæ$ð&    

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

(´Ô_ ÙæÝóÔ 60) 

                                                

í× í× í× í× í× í× í× í× ×ùÔ <#õßõÛ× èóæ$½æØó Ñþ$è &úÀ{$ ãûæ$Øæ û‘õÚ û`<`õßµ<ù àÏµõùß ûÚ{Úð<ùÔ Ù`ýÕ àø]$ûù 

à$×õù×æÚ. ÁÚÂ] Ù`×Ú&ßõÝ< ûÍèóæ ÷Àõßõ û÷Àù´æ èýò$æØ õ`Ä´ð à$×õù× &`Ù&ÔÈ æØÆùß &Ú̄ . ä{Ú ÁÚÂ] 

ÙÚ×$û÷ÀÚ‘¥µ×ß ãûÔðù×æß û{õÚùß ÷Àæß<$ à`õ: 

Ñþ$èµ×ß Ñþ$èµ×ß Ñþ$èµ×ß Ñþ$èµ×ß 
à÷ÀÚ×Øà÷ÀÚ×Øà÷ÀÚ×Øà÷ÀÚ×Ø    

µû}ûõß    µû}ûõß    µû}ûõß    µû}ûõß    
ù´ù´ù´ù´    

´ÔÙß ù´´ÔÙß ù´´ÔÙß ù´´ÔÙß ù´    
í$õÚæ    í$õÚæ    í$õÚæ    í$õÚæ    

{`ú̧ùÔÈûõß à‘æ×{`ú̧ùÔÈûõß à‘æ×{`ú̧ùÔÈûõß à‘æ×{`ú̧ùÔÈûõß à‘æ×    
ãûùß ÷ÀÚù×ãûùß ÷ÀÚù×ãûùß ÷ÀÚù×ãûùß ÷ÀÚù×    

ÙÚ×$û÷ÀÚ‘¥ÙÚ×$û÷ÀÚ‘¥ÙÚ×$û÷ÀÚ‘¥ÙÚ×$û÷ÀÚ‘¥    <Ô<Ô<Ô<Ô            
ÑÂ××ùß ÑÂ××ùß ÑÂ××ùß ÑÂ××ùß 
èóùèóùèóùèóù    

àõßõÚæ$ØÈ àõßõÚæ$ØÈ àõßõÚæ$ØÈ àõßõÚæ$ØÈ 
µèÒÈµèÒÈµèÒÈµèÒÈ    
((((Ø`Ø`Ø`Ø`.).).).)    

10% 10% 10% 10%         
<>ðÈ<>ðÈ<>ðÈ<>ðÈ    

1 <`ùÚ ´>ð´ &ÚÙß<$ èÛõ$ 805400370V 1980.02.09 4 10,000.00 Y 

2 <`ùÚ ´>ð´ µ&ßù$Øõßù µÊÈ&ß 750852400V 1975.03.25 1 5,000.00 N 

3 <`ùÚ ´>ð´ µ×$ßèØ$íùß &Ûõ$ 887510400V 1988.09.07 5 15,000.00 Y 

1 <`ùÚ ´>ð´ Ø$&Úæß \&ßÙÚ 921810450V    1992.06.29 2 5,500.00 N 

3 <`ùÚ ´>ð´ à$Ø` ỐèÈ µùÙß&ùß 702371588V 1970.08.24 5 15,000.00 Y 

1 <`ùÚ ´>ð´ µûµÌØ$ Ñí× 831812566V 1983.06.29 3 6,500.00 N 

2 <`ùÚ ´>ð´ à$Ìµù$ßÙß³ µæÑùß 833551789V 1983.12.20 2 5,000.00 N 

2 <`ùÚ ´>ð´ àÙßÑ&ß íèõß 861401235V 1986.05.19 4 10,000.00 Y 

 

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

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

• ÁÚÂ]µ×æÝð ÙÚ×$û÷ÀÚ‘¥ Ñ× {`æÚ ãûÍ´ ÑÂ××ùß èóù 16 æÚ.  

• à<´ àõßõÚæ$ØÈ µèÒ´ Ø`.5000/- æÚ. 

á{õ ÷Àõßõ û´óæß õÚµÅ×`×Ú &}æ$ û{õ &úÀ{ùß ûÜÁßù<Ùð ãõßõØ ÙÚ×ùßù. 
 
 

(a) (i) á{õ æßµÂõÜ×ùß àõÝµØùß ûÜø$ù æßµÂõÜ× (key field) µÙ& &`}æÛ́ ð <ò$õß́  &Ô÷&̧Ô æßµÂõÜ× &úÀ{ùß &úÀ{ùß &úÀ{ùß &úÀ{ùß 

æØùßùæØùßùæØùßùæØùßù.  (ÙæÝóÔ 02) 

    (ii)    á{õ    (i) µæ$ðµ&ß åµÅ µõ$ßØ$ è`ùÛ́ ð õÝòÔ÷ù̧ß µ{ßõÝ< û`{`÷ÀÚÙÚ æØùßù.û`{`÷ÀÚÙÚ æØùßù.û`{`÷ÀÚÙÚ æØùßù.û`{`÷ÀÚÙÚ æØùßù.  (ÙæÝóÔ 02) 

 

 

(b) û{õ &úÀ{ùß äæß äæß æßµÂõÜ× &úÀ{$ <ò$õß ´ &Ô÷̧&Ô ÷Àõßõ <Ìè× {úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù. æ_ û$ðæ_ û$ðæ_ û$ðæ_ û$ð æØ à`õÚ 

µæ$ßÂ× (cell) ûÚØÒ´ð à<Á] ù`õ: 
 

æßµÂõÜµ×ß ù´æßµÂõÜµ×ß ù´æßµÂõÜµ×ß ù´æßµÂõÜµ×ß ù´    ÷Àõßõ <Ìè×÷Àõßõ <Ìè×÷Àõßõ <Ìè×÷Àõßõ <Ìè×    

Ñþ$èµ×ß à÷ÀÚ×Ø  

µû}ûõß ù´  

ỐÙß ù´  

í$õÚæ {`ú̧ùÔÈûõß à‘æ×   

ãûùß ÷ÀÚù×   

ÙÚ×$û÷ÀÚ‘¥ ÑÂ××ùß èóù  

àõßõÚæ$ØÈ µèÒ´  

10% <>ð´  

 (ÙæÝóÔ 07) 
 
 

(c) ÷Àõßõ à`õÝÙõß æÚÎµÈ æÜÚ×$<ÙÚ× <ò$ æ$Ì×æßÂ´ æÚÎ´ &úÀ{$ <èÝµÓ <]Ô{×ð æ} {`æÚ ¡ù|´ µ<ù&ßæ´æß 

û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù.  (Ñþ$è× &úÀ{$ à÷ÀÚ×Ø õÝùæß û´óæß à`õ`×Ú ãûæÙßûù× æØùßù) (ÙæÝóÔ 04)  
 (´Ô_ ÙæÝóÔ 15) 
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&´$è´æ µ&ß<æµ×æÝ &´$èµÈ <Ìõ´$ù õõßõß<× (profile) á÷ÀÚÍûõß æÚÎ´ &úÀ{$ µæ® á÷ÀÚÍûõß æÚÎ´æß 

ùÚÌ´$ó× æØ à`õ.   

1111 &Úð 6666 ÷Àæß<$ û{õÚùß à‘æ µ×$÷À$ à`õÚ &ßÙ×Ú³&ß (slides) ä´ á÷ÀÚÍûõß æÚÎµ´ùß Ùý$èõß ãûÔðù×æÚ.  

Company Profile

Hypothesis International Group

About the Company

• Established in 1975

• 06 Companies under the group

– Construction

– Aviation

– Banking

– Tourism

– Manufacturing

– Logistics 

2Copyright 2016 Hypothesis International

 

Organizational Structure

Chairman

Board of Directors

CEO 
Construction

CEO Aviation CEO Banking
CEO Hotels 

Group
CEO Logistics

CEO 
Manufacturing

3Copyright 2016 Hypothesis International

Profitability

4Copyright 2016 Hypothesis International

Sector Q1 (Rs. Mn) Q2 (Rs. Mn) Q3 (Rs. Mn) Q4 (Rs. Mn)

Construction 51 60 62 70

Aviation 40 42 50 55

Banking 30 20 10 30

Tourism 15 17 20 23

Manufacturing 80 82 85 92

Logistics 10 10 10 15

Total 226 231 237 285

 

Profitability by Sector

25%

19%

9%
8%

35%

4%

Construction

Aviation

Banking

Tourism

Manufacturing

Logistics

5Copyright 2016 Hypothesis International

Medium term expansion Plans

• 2017 : Consumer Electronics

• 2018 :  Retail Garments

6Copyright 2016 Hypothesis International

 
 

û<Ìµû$×Úùß> 2013 µ{$ß û<Ìµû$×Úùß> 2010 þ$Ñõ æØ µ´´ &ßÙ×Ú³&ß {× ûÜõÚùÚÌ´$ó× æÚÎ´ð åýð &Ú÷̧Ò 

à`õ`×Ú ãûæÙßûù× æØùßù.  

û{õ ÷Àæß<$ à`õÚ (a-e) æ$Ì××ùß (tasks) &ÈûÕÌó æÚÎ´ &úÀ{$ åý Ñ&Úùß þ$Ñõ æØùÔ Ùýù à‘è (features) 

û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù.... 

[åý Ñ&Úùß àæÝØ`<Ù õØ´ (font size), <Ìó× (color) µ{$ß àæÝØ` <Ìè× (font face) &úÀ{ùß æÚÎ´ à<Á] µù$µÓ.] 
 

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

1 2 

3 4 

5 6 
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(a) &|´ &ßÙ×Ú³ äææ´ û&ÔõÙ×ð (background) &´$èµÈ Ù$‘ìù× (logo) äæõÝ æØùßù.     

(&ð{ù: Ù$‘ìù× 75% æß û$Ø÷À#Â] Ñ× ×ÔõÝ àõØ ùÚÌµ÷ÀßÁ æØùÔ Ùýù à<Á] æ$Ì×× 

&ßÙ×Ú³ 6 &úÀ{$´ µ<ù µ<ù´ áðÔ æÚÎ´ à<Á] µù$Ñ× ×ÔõÝ×.)     

(ÙæÝóÔ 03)    

(b) "Copyright 2016 Hypothesis International" ×ù û$ñ× &ßÙ×Ú³ à‘æ× ÷À &´è à‘æ 2-6 ÷Àæß<$ &ßÙ×Ú³&ß <Ùð 

äæõÝ æØùßù.     

(&ð{ù: ùÚÌµ÷ÀßÁ æØùÔ Ùýù à<Á] æ$Ì×× &ßÙ×Ú³&ß 5 &úÀ{$ µ<ù µ<ù´ áðÔ æÚÎ´ à<Á] µù$Ñ× ×ÔõÝ×.)  

 (ÙæÝóÔ 03)    

    

(c) &ßÙ×Ú³ à‘æ 3 ð &‘Ñø$ù <]Ô{× (organizational structure) äæõÝ æØùßù.     

(&ð{ù: ùÚÌµ÷ÀßÁ æØùÔ Ùýù à<Á] æð×Ôõßõ õùÚ õùÚ û$ñ µæ$ðÔ (textboxes) à`÷ÀÛ́ æÚùß µõ$Ø< &Ú÷̧æ} 

×ÔõÝ×. äæß äæß û$ñ× äæõÝ æØùßµùß µæµ&ß÷À̀ ×Ú µ<ù µ<ù´ &úÀ{ùß æÚÎ´ à<Á] µù$µÓ.)  (ÙæÝóÔ 03)    

  

(d) &ßÙ×Ú³ à‘æ 4 {Ú µûµùù ûÍ÷ÀÚ Ù$þ÷À$×Ûõß< (profitability) µõ$ØõÝØ` äæõÝ æØùßù.  

[&ð{ù: ´×ÚµæÜ$µ&$\ß> äæßµ&Ùß <`ò µû$õæ (Microsoft Excel Workbook) à÷À$Ù ÷Àõßõ õÚµÅ×`×Ú åýð 

ãûæÙßûù× æ} {`æÚ×.]   

 (ÙæÝóÔ 03) 

 

(e) &ßÙ×Ú³ à‘æ 5 {Ú ÷À̀ æßµ<ù ûÍ÷ÀÚ à‘Á àùÔ< (sector wise) Ù$þ÷À$×Úõß< ûÜ&ßõ$Ø×æß (profitability chart) 

ûÜ÷ÀÌÁù× æØùßù. ûÜõÚÁõ µÙßýÙß åý Ùý$èùßµùß µæµ&ß÷À̀ ×Ú ×ùßù û`{`÷ÀÚÙÚ æØùßù.  

[&ð{ù: á{õ (d) µæ$ð& &úÀ{$ þ$Ñõ æµ}ß ×`×Ú ãûæÙßûù× æ} ´×ÚµæÜ$µ&$\ß> äæßµ&Ùß <`ò µû$µõ{Ú́  

à÷À$Ù Ù$þ÷À$×Úõß< ÷Àõßõ ÷À à`õÝÙõß×`×Ú ãûæÙßûù× æØùßù.]  (ÙæÝóÔ 03)  

 (´Ô_ ÙæÝóÔ 15) 

 
 

                                            
                                                                                                                                             

 
    

´×ÚµæÜ$µ&$\ß> äæßµ&Ùß {Ú û{õ &úÀ{ùß æÜÚ×$æ$ØæÈ (functions) <ÙÚùß áðÔæØùÔ Ùýù æ$Ì××ùß (tasks) û`{`÷ÀÚÙÚ û`{`÷ÀÚÙÚ û`{`÷ÀÚÙÚ û`{`÷ÀÚÙÚ 

æØùßùæØùßùæØùßùæØùßù: 

(a) TODAY 

(b) FV 

(c) SUMIF 

(d) LOOKUP 

(e) PMT  (äææð ÙæÝóÔ 03 ý`êÚùß, ´Ô_ ÙæÝóÔ 15) 

  

 

 

04 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 
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(a) àùßõÌí$Ù× &{ à$ÁÜÚõ õ$æßÂó× æÝò$ <]$û$Ø×ùßð ä× <]$û$Íæ µ´<Ù´æß µÙ& þ$Ñõ æÚÎ´ð à<&ßö$< 

&Ù&$ à`õ. µ´´ ûÜæ$Á×ð &{$× ÷À̀ æßÒ´ð µ{ßõÝ û{æß(05) û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù.  (ÙæÝóÔ 10) 

(b)    àùßõÌí$Ùµ×ß õÚµýù µ&ß<$ û{æß(05) Ù`×Ú&ßõÝèõ æØùßùÙ`×Ú&ßõÝèõ æØùßùÙ`×Ú&ßõÝèõ æØùßùÙ`×Ú&ßõÝèõ æØùßù.  (ÙæÝóÔ 05)  

 (´Ô_ ÙæÝóÔ 15) 

 

     

    

(a) Ñ÷Àß]Ôõß õ`û|Ùæß &$Ìöæ µÙ& ×`Ò´ &{ Ùý$è`ùÛ́  &úÀ{$ ùÚ×´$<ÙÚ (protocols) äææß µ{$ß <`± èóùæß 

à<Á] Ñ× {`æÚ×. Ñ÷Àß]Ôõß õ`û`Ùß &ùßùÚµÓ÷Àù <Ù÷ÀÛ þ$Ñõ µæµØù ùÚ×´$<ÙÚ µ÷Àææß(02) Ù`×Ú&ßõÝèõ Ù`×Ú&ßõÝèõ Ù`×Ú&ßõÝèõ Ù`×Ú&ßõÝèõ 

æØùßùæØùßùæØùßùæØùßù.  (ÙæÝóÔ 04) 

(b) ´×ÚµæÜ$µ&$\ß> à<Ô>Ïæß (Microsoft Outlook) <`ùÚ Ñ÷Àß]Ôõß õ`û`Ùß µ&ß<$÷À$×æµ×æÝ åýð à<Á] à$æ$Ø×ð 

µ<ù&ß (configuring) æØùßµùß ùÈ, à`õ`È &`æ&ÔÈ (settings) åý Ñ&Úùß æÙßµÓÙ$ à`õÚ< ÷À̀ ùµèù &Ú̄ ´ 

à<Á] µæµÌ. äýú̧ &`æ&ÔÈ {õØæß(04) Ù`×Ú&ßõÝèõ æØùßùÙ`×Ú&ßõÝèõ æØùßùÙ`×Ú&ßõÝèõ æØùßùÙ`×Ú&ßõÝèõ æØùßù.  (ÙæÝóÔ 04) 

(c) "´×ÚµæÜ$µ&$\ß> à<Ô>Ïæß ×ùÔ {Ôµ÷Àæß Ñ÷Àß]Ôõß õ`û`Ùß µ&ß<$÷À$×æµ×æÝ û´óæß µù$<ù àõØ, âð <ò$ <`± 

µ÷À×æÚ."  

(i) µ´´ ûÜæ$Á× &´è åý äæê <ùßµùß ÷À  ù`õß÷À  ×ùßù &úÀ{ùß æØùßù&úÀ{ùß æØùßù&úÀ{ùß æØùßù&úÀ{ùß æØùßù. (ÙæÝóÔ 01) 

(ii) åµÅ ãõßõØ× &úÀ{$ µ{ßõÝ µ÷Àææß(02) &úÀ{ùß&úÀ{ùß&úÀ{ùß&úÀ{ùß    æØùßùæØùßùæØùßùæØùßù. (ÙæÝóÔ 02) 

(d) Ñ÷Àß]Ôõß õ`û|Ùæß (e-mail) Ùýùßùùß µý$µ{$ß µ÷ÀµùæÝð äæ<Ø ×<ù Ñð äß &úÀ{$ ÑæÙßû æÛû×æß õÚµÅ. 

äß<$ àõÝµØùß µ÷Àææß CC &{ BCC µÙ& &úÀ{ùß æØ à`õ.  

(i) á{õ äæß äæß û÷Àµ×ùß (CC &{ BCC) à÷À{&ß æØùÔ Ùýùßµùß æÝ́ æß÷À̀ ×Ú &úÀ{ùß&úÀ{ùß&úÀ{ùß&úÀ{ùß    æØùßùæØùßùæØùßùæØùßù.  (ÙæÝóÔ 02) 

(ii) µ´´ ÑæÙßû µ÷Àæ(02) àõØ µ<ù& û`{`÷ÀÚÙÚû`{`÷ÀÚÙÚû`{`÷ÀÚÙÚû`{`÷ÀÚÙÚ    æØùßùæØùßùæØùßùæØùßù.  (ÙæÝóÔ 02)  

 (´Ô_ ÙæÝóÔ 15) 
 

    

    

 

(a) ÙÚ×ÑÙßÙ (document) Ñ<#õ æØù &|´ Ñð´ &ß<×‘æÜÛ×< ÷ÀÚù× ×$<õßæ$ÙÛù µ<ù à$æ$Ø×æð, ´×ÚµæÜµ&$\ß> 

<Ì³ (Microsoft Word) {Ú ×õÝØ` ÙÚ×ù Ù÷À (typed) ÙÚûÚ×æ ÷ÀÚù× ùÚµÓÁù× (insert) æØùßµùß µæµ&ß÷À̀ ×Ú 

û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù.  (ÙæÝóÔ 03) 

(b) ´×ÚµæÜµ&$\ß> <Ì³ (Microsoft Word) {Ú û{õ &úÀ{ùß à‘è (features) <ÙÚùß áðÔµæµØù æÜÚ×$æ$ØæÈ  

(function)  û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù:  

(i) WordArt  

(ii) Hyphenation 

(iii) Footnote 

(iv) Endnote (äææð ÙæÝóÔ 03 ý`êÚùß, ÙæÝóÔ 12) 
 (´Ô_ ÙæÝóÔ 15) 

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

06 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 

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

B µæ$ðµ&{Ú à<&$ù×    


