
&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    ííííÔÙÚÔÙÚÔÙÚÔÙÚ    

(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  Office 365 ×ùÔ ´×ÚµæÜ$µ&$\ß> &´$èµ´ùß (Microsoft Corporation) &û×ùÔ Ùýù µ&ß<$<æÚ. û{õ &úÀ{ùß 

ûÜæ$Áù àõÝµØùß, µ´´ µ&ß<$< &Èýùßøµ×ùß ùÚ<`Ø÷ÀÚ ûÜæ$Áù× µõ$ßØùßù: 

(1)  µ´´ µ&ß<$< GNU General Public License þ$Ñõ æØÆùß &û×ùÔ Ù`µÅ.    

(2)  ´$&Úæ µ{$ß <$ÌÂÚæ ýÙûõÜ è$&ßõÝ<æß µ´´ µ&ß<$< &úÀ{$ à<Á] µÓ.   

 (3)  µÈ &úÀ{$ äæß<Øæß û´óæß Ùý$èõ ×ÔõÝ àù<Øõ ýÙûõÜ×æß (a one-time perpetual license) à<Á] µÓ.  

 (4)  &Ú×Ï´ Ñùßµò$ß&ß (windows) 10 ûÍÁÛÙæ×ùß{ð µ´× µù$ÆµÙß &û×ùÔ Ù`µÅ. 

1.21.21.21.2  Microsoft Dynamics æÝ́ æß &úÀ{$ þ$Ñõ µæµØù ´#÷æ̧$‘è×æð ã÷À${Øó×æß <ùßµùß ÷À? 

(1)  ûÍèóæ à$ÁÜÚõ ûÜæ$Áù× (Desktop Publishing).   

(2)  <]<&$× &Èûõß &`Ù&ÔÈæØó× (Enterprise Resource Planning).  

 (3)  í$Ù µ×÷Ȩ̀ (Web Servers).   

 (4)  á÷ÀÚÍûõß æÚÎÈ (Presentations).  

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

ûÚðÔ èóù :  08 
ûÜÁßù èóù : 07 

2017-07-22 

û&ß<Ø`  

[1.45 – 5.00]  
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1.31.31.31.3  û{õ &úÀ{ùß äß<$ àõÝµØùß, ûÍèóæ &Èûõß à$ØæßÂ$ æÚÎ´ ãµ÷À&$ <Ô <}æß<$ è`ùÛµÈ µþ[õÚæ û$Ùù×æß 

µù$<ùßµùßµù$<ùßµùßµù$<ùßµùßµù$<ùßµùß æÝ́ æß ÷À?  

(1)  µµí< ûÜµÓÁ û$Ùù× (Biometric Access Control). (2)  ãû&ßö ýÙ× (Backup Power).  

 (3)  ỐØû÷À (Passwords).  (4)  à$ØæßÂæ ùÚ}ø$Îùß (Security Guards).  

1.41.41.41.4  åýµèß ûÍèóæ× þ$Ñõ æØÆùß Ố{ÔóÔµû$µõß èÚóỐ ð (facebook account) &Èýùßø <Ô (log in) åý {$ 

<`òæØù &èµ×æÝð ä´ èÚóÔµ´ùß Ñ&ùß½Ò´ð à´õæ <Õ ý< (log off) åý ÷̧ðÔ æÙß{Ú, û{õ &úÀ{ùß äß<$ 

àõÝµØùß, &÷À$ë$Ø$õß́ æ <Áµ×ùß µ×$ßè] <ùßµùß æÝ́ ù ûÚ×<Ø ÷À? 

(1)   èÚóỐ  ´æ$ ÷À̀ Ç´ (delete the account).  

(2)  å{Ô õ<÷̧Øðõß µ´´ èÚóỐ  þ$Ñõ µù$æØù ý< {`êÒ´ð &ð{ùæß (comment) ûÜæ$Á (post) æÚÎ´. 

(3)  èÚóỐ  Ñ&ùß½ (log-off) æÚÎ´. 

(4)   å{Ôµèß à$ØæßÂæ &`æ&ÔÈ (security settings) µ<ù&ß æÚÎ´. 

1.51.51.51.5  ´×ÚµæÜ$µ&$\ß> à`æß&&ß ÷Àõßõ û÷Àù´æÚùß (Microsoft Access Database) ÷Àõßõ ãûÔð$ è`ùÛ́ ð àûð à<Á] <Õ 

Ñð, ûÜµ×$ßíù<õß <ùßµùß û{õ &úÀ{ùß äß<$ àõÝµØùß, æÝ́ ù à‘è× ÷À? 

 (1) forms. (2) queries. (3) lookup. (4) tables. 

1.61.61.61.6  ÁÛÌÂû$ñ 1 (Heading1), ÁÛÌÂû$ñ 2 (Heading2), ´$õ#æ$< (Title), &ÚØ&ßõÙ× (Caption), &$´$ù] 

ãû´$õ#æ$< (Normal Subtitle) ×ù µÈ<$ ÑæÙßû (options) µÙ& û<õÚùßµùß û{õ &úÀ{ùß æÝ́ ù Microsoft 

Word à‘èµ×{Ú ÷À? 

(1)  Styles.  (2)  Fonts.  (3)  Word Art. (4)  Smart Art. 

1.71.71.71.7  Ø|ûæØó× (Morph), û$ð àòÔÒ´ (Fade), ûÚ& ÷À̀ Ç´ (Wipe), µ<ùß æÚÎ´ (Split) ×ù ÑæÙßû û<õÚùßµùß 

û{õ &úÀ{ùß æÝ́ ù Microsoft Powerpoint à‘èµ×{Ú (feature) ÷À?  

    (1)  Fonts. (2)  Themes.   

  (3)  Transitions. (4)  Insert Images. 

1.81.81.81.8  û{õ &úÀ{ùß äß<$ àõÝµØùß, ´×ÚµæÜ$µ&$\ß> å\Û&ß (Microsoft Office) &´ê &û×$ à`õÚ Ñ÷]̧Ôõß õ`û`Ùß Ñ&ú̧´ 

(email solution) {úù̧ß<ùÔ Ùýùßµùß: 

(1)  Outlook Express µÙ&×Ú.  (2)  Outlook µÙ&×Ú. 

(3)  Hotmail µÙ&×Ú.   (4)  Gmail µÙ&×Ú.     

1.1.1.1.9999  û{õ &úÀ{ùß äß<$ àõÝµØùß, àùßõÌí$Ù ý`‘æÝæØó× (Internet Banking), ûÍÁÛÙæ×ùß &úÀ{$ à‘è×æß 

(feature) µÙ& &$´$ù]µ×ùß &Ù&$µ÷ÀùÔ µù$Ùýùßµùßµù$Ùýùßµùßµù$Ùýùßµùßµù$Ùýùßµùß  æÝ́ æß ÷À? 

(1)  èÚóÔÈ µÁßÂ ûÎæßÂ$ æÚÎ´.  

(2)  ¡ù|´ Ñµ÷ÀßÁ ý`‘æÝ èÚóỐ æð àØ Ố÷ÀÙß ´$Ø` æÚÎ´. 

 (3)  èÚóÔµÈ áõÚ{$&×ð ûÜµÓÁÒ´ (Access Account History).   

 (4)  ÃÙßûõß µèÒ´.  



3 | P a g e  

 

1.101.101.101.10  ´×ÚµæÜ$µ&$\ß> äæßµ&Ùß {Ú (Microsoft Excel) µ×µ÷Àù ûÍ÷ÀÚ " TODAY() " ÁÜÚõµ×ùß áðÔæØùÔ Ùýù æ$Ì×× 

<ùßµùß: 

(1)  ÷ÀÚù µ÷Àææß àõØ ÷ÀÚù èóù ûÜ÷ÀÌÁù× æÚÎ´×Ú. (2)  ûÜ<Ìõù <ÌÂ× ûÜ÷ÀÌÁù× æÚÎ´×Ú. 

 (3)  ûÜ<Ìõù ÷ÀÚù× ûÜ÷ÀÌÁù× æÚÎ´×Ú. (4)  ûÜ<Ìõù ´$&× ûÜ÷ÀÌÁù× æÚÎ´×Ú. 

  

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  äæß äæß äæßµ&Ùß µè$ùÔ< (Excel file) ………… [<`òûõÚÜæ$< (Worksheet) / <`òµû$õ (Workbook)] 

µÙ&÷À {`úÀÚùßÑ× {`æÚ×.   

1.121.121.121.12  ´×ÚµæÜ$µ&$\ß> äæßµ&Ùß{Ú÷ÀÛ (Microsoft Excel), µæ$ßÂ×æð (cell) à`õÝÙõß æØùÔ Ùýù ÷Àõßõ <Ìè 

&Û́ $æÚÎ´ &úÀ{$ àûð ………… [÷Àõßõ µûØó× (Data Filtering) / ÷Àõßõ <Ù‘èÝæØó× (Data 

Validation)] þ$Ñõ æ} {`æÚµÓ.  

1.131.131.131.13  MS Access &{ …………. (MS SQL / Oracle) ×ùÔ ´×ÚµæÜ$µ&$\ß> &´$è´ (Microsoft Corporation) 

Ñ&Úùß {ú̧ùß<$µ÷Àù Ù÷À íùûÜÚ× ÷Àõßõ û÷ÀùÈ æ}´ù$æØó û÷ÀßøõÚ &úÀ{$ ã÷À${Øó µÓ.    

1.141.141.141.14  "lk" µ{$ß "com" <`ùÚ Ñ÷]̧Ôõß ÙÚûÚù×æ à<&$ù µæ$ð& {ú̧ùß<ùÔ Ùýùßµùß  …………. [<&Èù$´× 

(Domain Name) / á{} ´>ðµÈ <&´ (Top Level Domain)] ×ùÔµ<ùÚ.   

1.151.151.151.15  ´×ÚµæÜ$µ&$\ß> à`æß&&ß{Ú÷ÀÛ (Microsoft Access), …………. (Memo / OLE Object) ÷Àõßõ <Ìè× þ$Ñõ 

æØùÔ Ùýùßµùß ÷ÀßÒ´× ÷Àõßõ (binary data) µ<ù&ß <`ò&ð{ùß <ÙÚùß æ$<`÷Àß÷ÀÛ́  (to embed) &úÀ{$ µÓ.  

   

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  ùÚ<&æð µ{$ß æ$Ì×$Ù×æð µ{$ß &ßö$<Ø àùßõÌí$Ù &Èýùßøõ$<×æß Ùý$ è`ùÛ́ ð àûð à<Á] <Ô æÙ, 

àûð à&´ÆõÚæ &‘ç]$‘æ èÜ${æ ´$Ìè×æß (ADSL connection) µõ$ßØ$èõ {`æÚ×. 

1.171.171.171.17  àûð õ`û`Ùß Ù`×Ú&ßõÝ<æß (ÙÚûÚµ×$ Ố &‘×ÔõÚ×æß) [mailing list (mail-merge)] ùÚÌ´$ó× æÚÎ´ð à<Á] <Õ 

Ñð, ÷Àõßõ ûÜþ<× &`´Ñð´ äæßµ&Ùß <`ò µû$õæß (Excel Workbook) Ñ× ×ÔõÝ×.   

1.181.181.181.18  äæß <Øæß û´óæß µý$õßõ´æß åý$ àõß{ÍÆùß (single click) á÷ÀÚÍûõß æÚÎ´æß æÜÚ×$æØÒ´ð PPSX (Power 

point show) µè$ùÔ< þ$Ñõ æ} {`æÚ×. 

1.191.191.191.19  ´×ÚµæÜ$µ&$\ß> û<Ìµû$×Úùß> (Microsoft Powerpoint) á÷ÀÚÍûõß æÚÎ´æß, ỐØû÷À×æß (password) þ$Ñõµ×ùß 

à$ØæßÂ$ æ} µù${`æÚ×.   

1.201.201.201.20  õùÚ ´×ÚµæÜ$µ&$\ß> <÷Àùß ÙÚ×ÑÙßÙæ (word document) µý$µ{$ß µ÷ÀµùæÝ Ñ&Úùß (by multiple people) 

&Ú÷̧æØ à`õÚ û$ñ &‘&ßæØó×ùß (Text Editing), comments à‘è× þ$Ñõ æÚÎµ´ùß &ß<×‘æÜÛ×< µ&$×$èõ 

{`æÚ×.    (äææð ÙæÝóÔ 02 ý`èÚùß, ´Ô_ 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) 

                                                

<$óÚí ý`‘æÝ<æ ÷Àõßõ û÷Àù´æ õÚµýù &ßö$<Ø õ`ùßûõÝ {ÚÆ×ùßµèß Ù`×Ú&ßõÝ<æÚùß ãûÔð$è`ùÛ́ æß û{õ ûÜ÷ÀÌÁù× 

æØ à`õ:  

èÚóÔÈ èÚóÔÈ èÚóÔÈ èÚóÔÈ 
à‘æ×à‘æ×à‘æ×à‘æ×    

µû}ûõßù$´×µû}ûõßù$´×µû}ûõßù$´×µû}ûõßù$´×    ỐÙß ù´ỐÙß ù´ỐÙß ù´ỐÙß ù´    
í$õÚæ í$õÚæ í$õÚæ í$õÚæ 

{`ú̧ùÔÈûõß {`ú̧ùÔÈûõß {`ú̧ùÔÈûõß {`ú̧ùÔÈûõß 
à‘æ×à‘æ×à‘æ×à‘æ×    

à$ØÈþæ  à$ØÈþæ  à$ØÈþæ  à$ØÈþæ  
÷ÀÚù×÷ÀÚù×÷ÀÚù×÷ÀÚù×    

æ$Ù æ$Ù æ$Ù æ$Ù 
&Û́ $<&Û́ $<&Û́ $<&Û́ $<    

<®ù$æ´<®ù$æ´<®ù$æ´<®ù$æ´    
(Ø`.)(Ø`.)(Ø`.)(Ø`.)    

<$ÌÂÚæ µû$ÙÛ <$ÌÂÚæ µû$ÙÛ <$ÌÂÚæ µû$ÙÛ <$ÌÂÚæ µû$ÙÛ 
àùÔû$õÚæ×àùÔû$õÚæ×àùÔû$õÚæ×àùÔû$õÚæ×        

(%)(%)(%)(%)    

ý`‘æÝý`‘æÝý`‘æÝý`‘æÝµÓ ûǗ ÔçµÓ ûǗ ÔçµÓ ûǗ ÔçµÓ ûǗ Ôç    
èùÔµ÷ÀùÔæèùÔµ÷ÀùÔæèùÔµ÷ÀùÔæèùÔµ÷ÀùÔæØ`µ<æß÷À Ø`µ<æß÷À Ø`µ<æß÷À Ø`µ<æß÷À 

×ù<è×ù<è×ù<è×ù<è    

34-001 &ÚÙß<$ èÛõ$ 805400370V 2017-01-30 365 1,000,000.00 12 åÓ 

34-002 µ&ßù$Øõßù µÊÈ&ß 750852400V 2017-02-23 90 200,000.00 9 ù`õ 

34-003 µ×$ßèØ$íùß &Ûõ$ 887510400V 2017-02-25 180 100,000.00 11 åÓ 

34-004 Ø$&Úæß \&ßÙÚ 921810450V    2017-03-01 365 50,000.00 12 ù`õ 

34-005 à$Ø` ỐèÈ µùÙß&ùß 702371588V 2017-03-10 90 750,000.00 10 åÓ 

34-006 µûµÌØ$ Ñí× 831812566V 2017-04-06 365 550,000.00 12.5 ù`õ 

34-007 à$µù$ßÙß³ µæÑùß 833551789V 2017-04-09 90 450,000.00 11 ù`õ 

34-008 àÙßÑ&ß íèõß 861401235V 2017-05-01 180 150,000.00 11.5 åÓ 
 

&ð{ùß:  

• ÷Àõßõ û÷ÀùµÈ à`õÝÙõß æ} {`æßµæß, æ$Ù&Û́ $< ÷ÀÚù 30 / 90 / 180 / 365 &{Úõ &ßö$<Ø õ`ùßûõÝ û´óÚ. 

• õ`ùßûõÝ<æ à<´ èóù Ø`.10,000.00 æÚ. 

á{õ ÷Àõßõ û´óæß õÚµÅ×`×Ú &}æ$, û{õ ÷À̀ æßµ<ù ûÜÁßù<Ùð ãõßõØ &û×ùßù: 

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

µõ$ßØùßùµõ$ßØùßùµõ$ßØùßùµõ$ßØùßù.  (ÙæÝóÔ 02) 
    

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

(b) û{õ &úÀ{ùß äæß äæß æßµÂõÜ×ð <ò$õß́  &Ô÷̧&Ô ÷Àõßõ <Ìè× {ú̧ù$ ÷Àæß<{ú̧ù$ ÷Àæß<{ú̧ù$ ÷Àæß<{ú̧ù$ ÷Àæß<ùßùùßùùßùùßù: : : :  

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

èÚóÔÈ à‘æ×  

µû}ûõß ù$´×  

í$õÚæ {`úù̧ÔÈûõß à‘æ×   

à$ØÈþæ ÷ÀÚù×   

æ$Ù &Û́ $<  

<®ù$æ´ (Ø`.)  

<$ÌÂÚæ µû$ÙÛ àùÔû$õÚæ× (%)  

ý`‘æÝµÓ ûǗ Ôç èùÔµ÷ÀùÔæØ`µ<æß÷À ×ù <è  

(ÙæÝóÔ 08) 
 

(c) MS Access <`ùÚ ÷Àõßõ û÷ÀùÈ æ}´ù$æØó û÷ÀßøõÚ &´ê àµù]$ù]< æÜÚ×$ æÚÎ´ð (interact) áò à`õÚ 

µ<ù&ß ûÍÁÛÙæ×Úùß <Ìè õÝùæß(03) Ù`×Ú&ßõÝèõ æØùßù.Ù`×Ú&ßõÝèõ æØùßù.Ù`×Ú&ßõÝèõ æØùßù.Ù`×Ú&ßõÝèõ æØùßù. (ÙæÝóÔ 03)   

    (´Ô_ ÙæÝóÔ 15) 

02 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 
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(a) ´×ÚµæÜ$µ&$\ß> û<Ìµû$×Úùß>{Ú (Microsoft Powerpoint) û{õ &úÀ{ùß à‘è (features) ´êÚùß áðÔæØùÔ Ùýù 

àØ Ốó (purpose) û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù:    

(i) Sections.    

(ii) Themes.    

(iii) Transitions.    

(iv) Animations.    

(v) Macros.    

(vi) Slide Master.  (ÙæÝóÔ 12)     
 

(b) 25 µ÷ÀµùæÝµèùß ×Ôõß à$èùßõÝæ æóßò$×´æð åýµèß &´$è´ {ú̧ùß<$ µ÷ÀÆùß á÷ÀÚÍûõß æÚÎ´æß æÚÎ´ð åýð 

ùÚ×´ Ò à`õ. åý µ<õ, åýµèß Ù`ûßµð$ûß (Laptop) ûÍèóæ× {`Ø, ý{Ố $ø] µûÜ$µíæßðØ×æß (multimedia 

projector) µ{$ß µ<ùõß äýú ̧ ãûæØó×æß µù$´`õÚ×`×Ú ãûæÙßûù× æØ, ´×ÚµæÜ$µ&$\ß> û<Ìµû$×Úùß> 

þ$Ñõµ×ùß µ´´ æ$Ì×× æØùßµùß µæµ&ß÷À̀ ×Ú û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù. äæß äæß à$èùßõÝæ×$ &õÝ< Ù`ûßµð$ûß 

ûÍèóæ× ý`êÚùß &{ æ$´Ø× õÝ} þ$Ñõ µæµØù &Ú×Ï´ ûÍèóæ<Ùð à½ ýÙ`õÚ àùßõÌí$Ù ûÜµÓÁ× 

(high speed internet access) õÚµÅ×`×Ú÷À åýð ãûæÙßûù× æ} {`æÚ×.    (ÙæÝóÔ 03) 

  (´Ô_ ÙæÝóÔ 15) 
 

                                            
                                                                                                                                             

 
    

à×÷̧ÈæØ`<ùßµèß µõ$ØõÝØ` õ$æßÂó æÝ&Ùõ$ à`è×Û́ ð µõ$ßØ$è`ùÛµÈ ûÎæßÂó×æß &‘Ñø$ù×æß Ñ&Úùß 

û<õß<$ õÚµÅ. û{õ ÷À̀ æßµ<ùßµùß µ´´ àØ Ốó &úÀ{$ ûÚ}Úµ×Ù æØù Ù÷À à×÷̧ÈæØ`<ùßµèß ÙæÝóÔ &{Úõ 

<`òûõÜÚæ$µ<ùß (worksheet) ãûÔð$ è`ùÛ́ æÚ: 
 

 A B C D  

1 
Examination Number 

IT Skills Paper 

Marks 

IT Skills Practical 

Paper 
Applicant’s Name  

2 E1255 85 Passed M.R. Munasinghe  

3 E1258 90 Failed Kamali Perera  

4 E1251 77 Passed S. Sangeetha  

5 E1267 55 Passed H. Hussain  

6 E1275 80 Passed P. Jayabalan  

7 E1280 79 Failed N.S. Janz  

8 E1293 55 Failed D.C. Cassim  

9      

10 Highest Mark     

11 Lowest Mark     

12 Average Mark     

13 Highest Mark Obtained by     

14 No. of Applicants who Passed     

15 No. of Applicants who sat for the exam     

16      

04 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 

03 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 
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û{õ &úÀ{ùß ûÜÁßù<Ùð ãõßõØ ÙÚÒ´ &úÀ{$ û`õÝØ`Èûõæß &Èýùßøµ×ùß þ$Ñõ µæµØù ÁÜÚõ (functions) &{ &ÕõÜ 

(formulae) ûÚ}ÚýúÀ åµÅ ÷À̀ ùỐ  µ×$÷À$èùßù: 

(a) B10 µæ$ßÂ× (Cell) õÝ}, µõ$ØõÝØ` õ$æßÂó æÝ&Ùõ$ ûõÜ× &úÀ{$ Ùý$èõß á{}´ ÙæÝóÔ èóù× æÚÎ´ 

&úÀ{$ &Ô÷̧&Ô &ÕõÜ× (formula) &úÀ{ùß æØ, µ×$ßè] ÁÜÚõ× (function) {ú̧ù${ú̧ù${ú̧ù${ú̧ù$    ÷Àæß<ùßù÷Àæß<ùßù÷Àæß<ùßù÷Àæß<ùßù. (&ð{ù: åý Ñ&Úùß õùÚ 

ÁÜÚõ×æß þ$Ñõ æ} ×ÔõÝµÓ.)  (ÙæÝóÔ 02) 

(b) B11 µæ$ßÂ× õÝ}, µõ$ØõÝØ` õ$æßÂó æÝ&Ùõ$ ûõÜ× &úÀ{$ Ùý$èõß àòỐ  ÙæÝóÔ èóù× æÚÎ´ &úÀ{$ &Ô÷̧&Ô 

&ÕõÜ× &úÀ{ùß æØ, µ×$ßè] ÁÜÚõ× {úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù. (&ð{ù: åý Ñ&Úùß õùÚ ÁÜÚõ×æß þ$Ñõ æ} ×ÔõÝµÓ.)    

 (ÙæÝóÔ 02) 

(c) B12 µæ$ßÂ× õÝ}, µõ$ØõÝØ` õ$æßÂó æÝ&Ùõ$ ûõÜ× &úÀ{$ Ùý$èõß &$´$ù] ÙæÝóÔ èóù× æÚÎ´ 

&úÀ{$ &Ô÷&̧Ô &ÕõÜ× &úÀ{ùß æØ, µ×$ßè] ÁÜÚõ× {úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù. (&ð{ù: åý Ñ&Úùß õùÚ ÁÜÚõ×æß þ$Ñõ æ} 

×ÔõÝµÓ.) (ÙæÝóÔ 02) 

(d) B13 µæ$ßÂ× õÝ}, µõ$ØõÝØ` õ$æßÂó æÝ&Ùõ$ ûõÜ× &úÀ{$ á{}´ ÙæÝóÔ Ùý$èõß à×÷̧ÈæØ`µèß ù´ 

{ú̧ù$è`ùÛ́ ð &Ô÷̧&Ô &ÕõÜ× &úÀ{ùß æØ, µ×$ßè] ÁÜÚõ× {úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù. (&ð{ù: åý Ñ&Úùß õùÚ ÁÜÚõ×æß þ$Ñõ 

æ} ×ÔõÝµÓ.)    (ÙæÝóÔ 04) 

(e) C14 µæ$ßÂ× õÝ}, ûÜ$µ×$ßèÚæ Ñþ$è× &úÀ{$ "Passed" (&´õß) µÁÜßóÚ× Ùý$èõß à×÷̧ÈæØ`<ùß èóù, 

èóù× æÚÎ´ &úÀ{$ &Ô÷&̧Ô &ÕõÜ× &úÀ{ùß æØ, µ×$ßè] ÁÜÚõ× {ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù. (&ð{ù: åý Ñ&Úùß õùÚ ÁÜÚõ×æß 

þ$Ñõ æ} ×ÔõÝµÓ.)  (ÙæÝóÔ 03) 

(f) C15 µæ$ßÂ× õÝ}, µ´´ µõ$ßØ$è`ùÛµÈ ûÎæßÂó× &úÀ{$ µûùÛ &Ú® à×÷̧ÈæØ`<ùß èóù èóù× æÚÎ´ 

&úÀ{$ &Ô÷&̧Ô &ÕõÜ× &úÀ{ùß æØ, µ×$ßè] ÁÜÚõ× {úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù. (&ð{ù: åý Ñ&Úùß õùÚ ÁÜÚõ×æß þ$Ñõ æ} 

×ÔõÝµÓ.)   (ÙæÝóÔ 02) 
 (´Ô_ ÙæÝóÔ 15)  

  
 

                                                                                                                                

(a) World Wide Web (WWW) ÷ÀÚ×õß (navigate) æÚÎ´ð í$Ù ûÚÍæß&ÔÈ ´#÷æ̧$‘è× (web browser software) 

ý{ÔÙ< þ$Ñõ µæµÌ.  

Ñùßµò$&ß µ´µ{×ÔÈ û÷ÀßøõÚ (Windows Operating Systems) þ$Ñõ æØù ûÔ÷ÀßèÙÚæ ûÍèóæ<Ù µû$÷̧µÓ 

þ$Ñõ µæµØù í$Ù ûÚÍæß&ÔÈ ´#÷æ̧$‘è õÝùæß(03) Ù`×Ú&ßõÝèõ æØùßùÙ`×Ú&ßõÝèõ æØùßùÙ`×Ú&ßõÝèõ æØùßùÙ`×Ú&ßõÝèõ æØùßù.  (ÙæÝóÔ 03)  

 

(b) í$Ù ûÚÍæß&Ố æ û{õ &úÀ{ùß µý$õßõÈ / à‘è<ÙÚùß (buttons / features) áðÔµæµØù æ$Ì××    û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù: 

(i) Home  

(ii) Back 

(iii) Reload 

(iv) Bookmarks 

(v) Private Window / Incognito Window 

(vi) Addons / Extensions (ÙæÝóÔ 12)  

 (´Ô_ ÙæÝóÔ 15) 

05 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 
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&ÁÚùÚ äµè$òµèß ´{õßÆ× &ÁÚùÚ äµè$òµèß ´{õßÆ× &ÁÚùÚ äµè$òµèß ´{õßÆ× &ÁÚùÚ äµè$òµèß ´{õßÆ× (sashini@iplastics.lk) &Û́ $&{Úõ áÈûÛÍ×Ùß ûßÙ$&ß®æß&ß (µû[÷ÀßèÙÚæ) &´$èµÈ&Û́ $&{Úõ áÈûÛÍ×Ùß ûßÙ$&ß®æß&ß (µû[÷ÀßèÙÚæ) &´$èµÈ&Û́ $&{Úõ áÈûÛÍ×Ùß ûßÙ$&ß®æß&ß (µû[÷ÀßèÙÚæ) &´$èµÈ&Û́ $&{Úõ áÈûÛÍ×Ùß ûßÙ$&ß®æß&ß (µû[÷ÀßèÙÚæ) &´$èµÈ 

èóæ$½æ$Î<Í× µÓ. à`×ð íû$ùµ×ß {Úõ$¥ áùß{Úõ$¥ áùß{Úõ$¥ áùß{Úõ$¥ áùßò&ò&ò&ò&ß®Ü×ß®Ü×ß®Ü×ß®Ü×Ùß &´$èµÈÙß &´$èµÈÙß &´$èµÈÙß &´$èµÈ Ñµ÷ÀßÁ àµÙÑæØó æ}´ù$æØ` <ù {Úµ÷ÀßæÚ {Úµ÷ÀßæÚ {Úµ÷ÀßæÚ {Úµ÷ÀßæÚ 

{ÚØæ$<$ ´{õ$ð{ÚØæ$<$ ´{õ$ð{ÚØæ$<$ ´{õ$ð{ÚØæ$<$ ´{õ$ð (hhirakawa@hitachi.co.jp) û{õ ÷Àæß<$ à`õÚ ûóÚ<Ôò× Ñ÷Àß]Ôõß õ`û|µÙùß ×`Ò´ð à<Á]< à`õ. 

áÈûÛÍ×Ùß ûßÙ$&ß®æß&ß &´$è´ Ñ&Úùß ãùùß÷<̧æß ÷Àæß<ù àÏõß ûßÙ$&ß®æß <$õßõÝ ×ùßõÜ×æß ûÚ}ÚýúÀ< Ñ÷]̧Ôõß õ`û|µÙß 

´$õ#æ$< µÓ. &Û́ $&{Úõ áÈûÛÍ×Ùß ûßÙ$&ß®æß&ß (µû[÷ÀßèÙÚæ) &´$èµÈ&Û́ $&{Úõ áÈûÛÍ×Ùß ûßÙ$&ß®æß&ß (µû[÷ÀßèÙÚæ) &´$èµÈ&Û́ $&{Úõ áÈûÛÍ×Ùß ûßÙ$&ß®æß&ß (µû[÷ÀßèÙÚæ) &´$èµÈ&Û́ $&{Úõ áÈûÛÍ×Ùß ûßÙ$&ß®æß&ß (µû[÷ÀßèÙÚæ) &´$èµÈ ûÜø$ù Ñø$×æ ùÚ}ø$Î äÈ. áÆ®×$&ß äÈ. áÆ®×$&ß äÈ. áÆ®×$&ß äÈ. áÆ®×$&ß 

´{õ$´{õ$´{õ$´{õ$ (ceo@iplastics.lk),  µ´´ Ñ÷Àß]Ôõß õ`û|µÙß ûÚðûõæß {Úõ$¥ áùßò&ß®Ü×Ùß &´$èµÈ{Úõ$¥ áùßò&ß®Ü×Ùß &´$èµÈ{Úõ$¥ áùßò&ß®Ü×Ùß &´$èµÈ{Úõ$¥ áùßò&ß®Ü×Ùß &´$èµÈ, ÁÜÛ Ù‘æ$ ùÚµ×$ß¬õ ÑÙß&ùß ÑÙß&ùß ÑÙß&ùß ÑÙß&ùß 

í×Ùõß ´{õ$í×Ùõß ´{õ$í×Ùõß ´{õ$í×Ùõß ´{õ$ (jayalath@gmail.com) µ<õ÷À ×<ù µÙ& &ÁÚùÚ äµè$òµèß ´{õßÆ×ð&ÁÚùÚ äµè$òµèß ´{õßÆ×ð&ÁÚùÚ äµè$òµèß ´{õßÆ×ð&ÁÚùÚ äµè$òµèß ´{õßÆ×ð ÷Àùß<$ à`õ.  

&ÁÚùÚ &ÁÚùÚ &ÁÚùÚ &ÁÚùÚ äµè$òµèß ´{õßÆ×µèßäµè$òµèß ´{õßÆ×µèßäµè$òµèß ´{õßÆ×µèßäµè$òµèß ´{õßÆ×µèß ûÍèóæµ×ß (C:\Images\Design2017.jpg) {Ú èýò$æØ à`õÚ ùÚÌ´$ó µè$ùÔµÓ 

(Design File) ûÚðûõæß ÷À µ´´ Ñ÷]̧Ôõß õ`û|Ù &´è ×<ù µÙ&õß µ´´ Ñ÷Àß]Ôõß õ`û|µÙß ûÚðûõæß å{Ô µ<õ Ù`Ã× 

×ÔõÝ ý<õß, å{Ôµèß Ñ÷Àß]Ôõß õ`û`Ùß ÙÚûÚù× (ceo@ iplastics.lk) ×<ùßù$ð {`Ø µ<ùõß æÚ&Úµ<æÝð µù$µûùÚ× ×ÔõÝ ý< 

ûÜø$ù Ñø$×æ ùÚ}ø$Î õ<÷Ø̧ðõß ãûµ÷À&ß ÷ÀÛ à`õ.   

&ÁÚùÚ äµè$òµèß ´{õßÆ×µèß &ÁÚùÚ äµè$òµèß ´{õßÆ×µèß &ÁÚùÚ äµè$òµèß ´{õßÆ×µèß &ÁÚùÚ äµè$òµèß ´{õßÆ×µèß æ$Ì×þ$Ø× åý Ñ&Úùß áðÔæ} ×ÔõÝ< à`õ`×Ú÷À, åý Ñ&Úùß ù< Ñ÷Àß]Ôõß õ`û`Ùß 

´#÷æ̧$‘è×æß þ$Ñõ æØù ý<÷À ãûæÙßûù× æØùßù. åý µ<õ û{õ &úÀ{ùß à´õØ µõ$ØõÝØ` ÷À &û×$ à`õ: 

• &Û́ $&{Úõ áÈûÛÍ×Ùß ûßÙ$&ß®æß&ß (µû[÷ÀßèÙÚæ) &´$èµÈ&Û́ $&{Úõ áÈûÛÍ×Ùß ûßÙ$&ß®æß&ß (µû[÷ÀßèÙÚæ) &´$èµÈ&Û́ $&{Úõ áÈûÛÍ×Ùß ûßÙ$&ß®æß&ß (µû[÷ÀßèÙÚæ) &´$èµÈ&Û́ $&{Úõ áÈûÛÍ×Ùß ûßÙ$&ß®æß&ß (µû[÷ÀßèÙÚæ) &´$èµÈ ÙÚûÚù× - à‘æ 220, õÚÉÍè&ß×$× û$Ø, 

ù$Ø$µ{ßùßûÚð, µæ$}Ö 05, ÁÜÛ Ù‘æ$<. ÷Ø̧æõù / \`æß&ß  +94-11-2559600 

• {Úõ$¥ áùßò&ß®Ü×Ùß &´$èµÈ{Úõ$¥ áùßò&ß®Ü×Ùß &´$èµÈ{Úõ$¥ áùßò&ß®Ü×Ùß &´$èµÈ{Úõ$¥ áùßò&ß®Ü×Ùß &´$èµÈ ÙÚûÚù× - íû$ù×: 9-932, Â<Ôµ{$ßæÝò$×Ú - 34, {>&Ôæ×ÚÑ ÁÛ, 

{ÚµØ$ßÁÛ́ $ ûÜÚµ\æßëÌ, íû$ù×. ÷̧Øæõù / \`æß&ß +81-1029 2993 23 

1-8 ÷Àæß<$ ÙæÝóÔ æ} µæ$ðÔ &úÀ{$, µ×$ßè] û$ñ {ú̧ù$µèù á{õ µõ$ØõÝØ` &ùßùÚµÓ÷Àù× æÚÎ´ &úÀ{$ Ñ÷Àß]Ôõß 

õ`û`Ùß ×`Ò´ð äß ûÚ}ÚýúÀ åýµèß ÷À̀ ùỐ  þ$Ñõ æØèùßù. åýµèß ãõßõØ µû$µõß äæß äæß µæ$ðÔ< &úÀ{$ 1 &Úð 8 

÷Àæß<$ à‘æ µ×$ Ố æØùßù. 

µ<õ (To): -----------------------(1)--------------------------- (ÙæÝóÔ 01)  

ûÚðûõ (CC): ------------------------(2)--------------------------- (ÙæÝóÔ 02)  

BCC: ------------------------(3)--------------------------- (ÙæÝóÔ 02) 

ÑÂ× (Subject) ------------------------(4)--------------------------- (ÙæÝóÔ 02) 

{Úõ<õß  --------------------------(5)-------------------------- ´{õß́ ×$µóùÚ, (ÙæÝóÔ 02) 

´$µèß 2017.06.01 ÷ÀÚù`õÚ Ñ÷̧]Ôõß õ`û|Ùð µ×$ Ốµ<Æ. æØ`ó$æØ à Ốó$ à`õÚ &`Ù&Ố  

&úÀ{$ àûµ<õ à`&ßõµÈùßõÝ<æß &û×ùßù. &`Ù&Ố ð à÷À$Ù õ$æßÂóÚæ ûÚØÚÑõØ 

(technical specifications) ä´ ûÚ}ÚÃÖÔµÓ´ (image) à`õÝÙõß æØ à`õ. åýµèß ÆÙ æÚ×ÔµÈ 

(quotation) ãû$‘è×ð à÷À$Ù ỐÙ] µæ$ùßµ÷Àß&Ú, <èæÛÈ æ$Ù× &{ ùòõßõÝ ãûµÙßçó× ÷À 

à`õÝÙõß æØùßù.  

&ßõÞõÚ×Ú, 

µ´×ð à<‘æ, 

 

---------------(6)--------------- (ÙæÝóÔ 02) 

àõß&ù 

û$ñ 
(Signature 
Text) 

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

 

 

(ÙæÝóÔ 02) 

à` ỐóỐ  -----------------------(8)--------------------------- (ÙæÝóÔ 02) 

   (´Ô_ ÙæÝóÔ 15) 

06 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 
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(a) ´×ÚµæÜ$µ&$\ß> <Ì³ (Microsoft Word) {Ú, û{õ ÷À̀ æßµ<ù à‘è<ÙÚùß  (features) áðÔ µæµØù æ$Ì××ùß 

û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù:  

(i) Thesaurus 

(ii) Track Changes 

(iii) Table of Contents 

(iv) Page Break 

(v) Watermark 

(vi) Themes (äææð ÙæÝóÔ 02 ý`êÚùß, ÙæÝóÔ 12) 
  

(b) ´×ÚµæÜ$µ&$\ß> <Ì³ {Ú à‘è×ùß <ù "Smart Art"  &{  "Word Art" àõØ µ<ù&    û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù.   

 (ÙæÝóÔ 03) 

 (´Ô_ ÙæÝóÔ 15) 

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

B µæ$ðµ&{Ú à<&$ù×    


