
&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$ßù×    ----    2012012012018888    ííííù<$Íù<$Íù<$Íù<$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  }´×Úùß &úÀ{$ ÑµÁßÂÚõ áõÚÍæÚÎÈ èÚóỐ æð &Èýùßø µõ$ØõÝØ` èýò$æØ õ`Ä´ &úÀ{$ ´×ÚµæÜ$µ&$\ß> 

à`æß&&ß (Microsoft Access) 2016 þ$Ñõ æØÆùß ÷Àõßõ û÷Àù´æß (database) ùÚÌ´$ó× æÚÎ´ð ý`‘æÝ 

µ&ß<æµ×æÝ &`Ù&ÔÈ æØÆùß &Ú̄ . û{õ &úÀ{ùß äß<$ àõÝµØùß, }´µ×æÝµèß ì$×$Ø|û× èýò$æØ õ`Ä´ 

(store) &úÀ{$ <ò$õß́  µ×$ßè] ÷Àõßõ <Ìè× (data type) æÝ́ æß ÷À? 

 (1)  Yes/No.  (2)  Long Text. (3)  Lookup Wizard. (4)  Attachment. 
 
 

1.21.21.21.2  û{õ &úÀ{ùß äß<$ àõÝµØùß, ´×ÚµæÜ$µ&$\ß> äæßµ&Ùß (Microsoft Excel) {Ú þ$Ñõ µæµØù õ$ÌæÚæ 

æÜÚ×$æ$Øæ´æß (logical function) µÙ& <ÌèÛæØó× æ} {`æßµæß æÝ́ æß ÷À? 

 (1)  Year function.  (2)  Date function.  (3)  Address function. (4)  IF function.  
 

1.31.31.31.3  Ñ÷Àß]Ôõß õ`û|Ùæß (e-mail) ×`ÒµÈ÷ÀÛ, "BCC" ×ù µæ® µ×÷̧µ´ùß ÷À̀ æßµ<ùßµùß: 

 (1)  Binary Carbon Copy.  (2)  Before Copying Certificate.  

 (3)  Blind Carbon Copy.  (4)  Broadcast Certificate Copy.  

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

ûÚðÔ èóù :  09 
ûÜÁßù èóù : 07 

2018-01-27 

û&ß<Ø`  

[1.45 – 5.00]  
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1.41.41.41.4  ÁÜÛ Ù‘æ$µÓ µý$µ{$´×æß <$óÚí ý`‘æÝ õ´ èÚóÔÈ{ÚÆ×ùßð àùßõÌí$Ù ý`‘æÝ û{&ÔæÈ &Ù&$ µ÷À×Ú. û{õ 

&úÀ{ùß äß<$ àõÝµØùß, µ÷ÀßÁÛ×< ûÚÍù´$ à`õÚ àùßõÌí$Ù ý`‘æÝ µ&ß<$ &Èýùßøµ×ùß <`Ø÷ÀÚ<`Ø÷ÀÚ<`Ø÷ÀÚ<`Ø÷ÀÚ ûÜæ$Á× µõ$ßØùßù: 

(1)  ûÔ÷ÀßèÙÚæ ûÍèóæ×æß þ$Ñõ æØÆùß àùßõÌí$Ù ý`‘æÝ µ&ß<× &úÀ{$ ûÚÑ&Û́ ð ý`‘æÝ< ´êÚùß µ÷ÀùÔ 

Ùýù ÑµÁßÂ ´#÷̧æ$‘è×æß (special software) &`´Ñð´ àûð à<Á] µÓ.  

(2)  í‘è´ ÷̧Øæõù×æß {Ø{$ àùßõÌí$Ù ý`‘æÝ µ&ß<$<ùßð ûÚÑ&Û́ ð þ$Ñõ æ} {`æÚ µ´$ý×ÚÙß à`ûß&ß 

(Mobile Apps) &´{Ø ý`‘æÝ<Ù õÚµÅ.   

(3)  ý`‘æÝ æð×ÔõÝ µù$µæµØù æ$Ù× õÝ} (æ$Ì×$Ù µÓÙ$µ<ùß û&Ô) [non-banking (after office) hours] 

àùßõÌí$Ù ý`‘æÝµ&ß<$ þ$Ñõµ×ùß èÚóÔÈ µÁßÂ àûð ûÎæßÂ$ æÚÎ´ð {`æÚµÓ.  

(4)  Ø{&] µõ$ØõÝØ` &ÔØæßÂÚõ< ´$Ø` æÚÎ´ &{õÚæ æÚÎ´ &úÀ{$ àùßõÌí$Ù ý`‘æÝ µ&ß<$ HTTPS 

ùÚ×´$<ÙÚ× (Protocol) þ$Ñõ æØ×Ú. 

1.51.51.51.5  û{õ &úÀ{ùß äß<$ àõÝµØùß, ´×ÚµæÜ$µ&$\ß> <Ì³ (Microsoft Word) {Ú þ$Ñõ µæµØù û$ñ à$æ#õÚæØóµ×ß 

à‘è×æß (text formatting feature) µù$<ùßµùßµù$<ùßµùßµù$<ùßµùßµù$<ùßµùß æÝ́ æß ÷À? 

 (1) Justify. (2) Bullet Lists. (3) Indenting. (4) Insert Object. 

1.61.61.61.6  û{õ &úÀ{ùß äß<$ àõÝµØùß, ´×ÚµæÜ$µ&$\ß> û<Ì µû$×Úùß> (Microsoft PowerPoint) {Ú &ßÙ×Ú³&ß<Ùð (slides) 

µ×$÷À$è`ùÛ́ ð {`æÚ à‘è×æß (features) <ùßµùß æÝ́ æß ÷À? 

(1)  Transition.  (2)  Superscript.  (3)  Justify.  (4)  Handout Master. 

1.71.71.71.7  ERP ´#÷̧æ$‘è×æß <ò$õß́  ûÜµ×$ßíù<õß <ùßµùß:  

    (1)  µ&ß<æµ×æÝð å{Ôµèß / à`×µèß à¾æßÂæ µ<õ Ñ÷Àß]Ôõß õ`û|Ùæß ×`Ò´ð×Ú.  

 (2)  µÙßæÈ<Øµ×æÝð å{Ôµèß / à`×µèß æ}´ù$æØ` Ñ&Úùß ä<$ à`õÚ ÙÚûÚ×æß ×õÝØ`ÙÚ×ù× (type) æÚÎ´ð×Ú. 

 (3)  µ&ß<æµ×æÝð å{Ôµèß / à`×µèß æ}´ù$æØ` &úÀ{$ &õÚ×æ ùÚÂßû$÷Àù<Ù Ñ&ßõØ &æ&ß æÚÎ´ð×Ú. 

 (4)  æ}´ù$æØ`µ<æÝð àø]æßÂ ´óßòÙ ’&ßÒ´æß &úÀ{$ ÷Àõßõ á÷ÀÚÍûõß æÚÎÈ ûÜ÷ÀÌÁù× æÚÎ´ð×Ú. 

1.81.81.81.8  û{õ &úÀ{ùß äß<$ àõÝµØùß, <$ÌÂÚæ ùòõßõÝ èÚÑ&Ô´æß [Annual Maintenance Contract (AMC)] &úÀ{$ 

ÙÚ×$û÷ÀÚ‘¥ ÒµÈ <$&Ú×æß <ùßµùß æÝ́ æß ÷À? 

(1)  &|´ µ<Ù$<æ÷ÀÛ́  &Ô÷̧&ÔæÈÙõß õ$æßÂóÚæ ÁÚÙßûÛùßµèß µ&ß<× Ùý$èõ {`æÚÒ´. 

(2)  ùÚÂßû$÷ÀÚõ &úÀ{$ &`Ù&ÔÈèõ µ&ß<$<æß &`û×Û́ . 

(3)  á{} ÑÁß<&ùÛ×õß<×æß &{Úõ ùÚ×´ à´õØ µæ$ð&ß Ùý$èõ {`æÚÒ´.  

(4)  á{õ &úÀ{ùß &Ú×ÙßÙ´.     

1.91.91.91.9  û{õ &úÀ{ùß äß<$ àõÝµØùß, µõ$ØõÝØ` û÷ÀßøõÚ &´ê þ$Ñõ æ}{`æÚ <}æß<$ è`ùÛµÈ µþ[õÚæ û$Ùù×æß 

(preventive physical control) µÙ& &`}æÚ× {`æßµæß æÝ́ æß ÷À? 

(1)  ÷ÀßÑõß< µ÷À$Ø æǗ  (Double Door Systems). (2)  Ñèóù áêÚ (Audit Trails). 

 (3)  ỐØû÷À (Passwords).  (4)  èÝûßõµæßõù× (Encryption). 
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1.101.101.101.10  û{õ &úÀ{ùß äß<$ àõÝµØùß, &‘Ñø$ù×æß õÝ} àùßõÌí$Ù×ð ûÚÑ&Û́  &Ùæ$ ý`ÙÛµÈ÷ÀÛ, &÷À$ë$Ø$õß́ æ {`&ÚÎ´æß 

(ethical behavior) µÙ& &`}æÚ× {`æßµæß æÝ́ æß ÷À?  

(1)  ûÜ<${ µè$ùÔ<æß (Torrent file) þ$Ñõ æØ ´×ÚµæÜ$µ&$\ß> å\Û&ß (Microsoft Office) 2016 ý$èõ æØ 

è`ùÛ́  (downloading). 

(2)  Ñùßµò$ß&ß ×$<õßæ$ÙÛù æÚÎÈ {Ø{$ ´×ÚµæÜ$µ&$\ß> å\Û&ß<Ùð (Microsoft Office) ×$<õßæ$ÙÛù æÚÎÈ 

ý$èõ æØ è`ùÛ́ . 

 (3)  æ$Ì×$Ùµ×{Ú µò&ßæßµð$ûß ûÍèóæµ×ùß (desktop computer) ì$×$Ø|û åýµèß ûÔ÷ÀßèÙÚæ 

Ố{ÔóÔµû$µõß (Facebook) èÚóỐ ð ãõßûõù× (uploading) æÚÎ´×Ú. 

 (4)  &Ú×Ï´ èùÔµ÷ÀùÔæØ`<ùßµèß èÚóÔÈ µõ$ØõÝØ` à`õÝÙõß äæßµ&Ùß <`ò ûõÜÚæ$<æß (worksheet) &Ú×Ï´ 

èùÔµ÷ÀùÔæØ`<ùß µ<õ Ñ÷Àß]Ôõß õ`û|µÙùß ×`Ò´.    

à‘æ 1.11.11.11.11111 &Úð 1.1.1.1.11116666 ÷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  ÷Àõßõ à`õÝÙõß æÚÎµÈ æÜÚ×$<ÙÚ×ð ãûæ$ÎÒ´ &úÀ{$ ………… [à$æ#õÚ×æß (form) / <$Ìõ$<æß (report)] 

´×ÚµæÜ$µ&$\ß> à`æß&&ß (Microsoft Access) <Ù÷ÀÛ þ$Ñõ æ} {`æÚ×.    

1.121.121.121.12  ´×ÚµæÜ$µ&$\ß> äæßµ&Ùß (Microsoft Excel) <Ù÷ÀÛ, ………… (mail merge / pivot table) à‘è× (feature) 

þ$Ñõ æØÆùß ÑÁ$Ù ÷Àõßõ æ>ðÙ×æÚùß ûÜµ×$ßíù<õß µõ$ØõÝØ` àûð Ùý$èõ {`æÚ×.  

1.131.131.131.13  à$æ#õÚæØó× æ} û$ñ (formatted text) ûÚðûõß æÚÎµÈ÷ÀÛ, à$æ#õÚæØóµ×ùß µõ$Ø< û$ñ ûÜ÷ÀÌÁù× 

(display text) æÚÎ´ &úÀ{$ ´×ÚµæÜ$µ&$\ß> <Ì³ (Microsoft Word) {Ú …………. (paste special / insert 

text box) à‘è× þ$Ñõ æ} {`æÚ×.    

1.141.141.141.14  ´×ÚµæÜ$µ&$\ß> û<Ìµû$×Úùß> (Microsoft PowerPoint) þ$Ñõ æÚÎµÈ÷ÀÛ, µûÜßæßÂæ×ùßð µù$÷À̀ µùù ûÍ÷ÀÚ, 

á÷ÀÚÍûõß æØùßù$ð æÚ×Ò´ &úÀ{$ û$ñ äæõÝæÚÎ´ð (add text) àûð à<Á] Ñð …………. (Hide slide / 

Add notes) à‘è× þ$Ñõ æØ×Ú.  

1.151.151.151.15  ûÍÁÛÙæð à÷À$} µù$<ùßµùß×`×Ú &ß<×‘æÜÛ×< {úù̧$èùÔ Ùýù Ñ÷Àß]Ôõß õ`û|Ù (e-mail), Ñ÷]̧Ôõß õ`û`Ùß 

û÷ÀßøõÚ×æß õÝÙ …………. (Spam / Trash) {Ú &$´$ù]µ×ùß èýò$ µæµÌ.  

1.161.161.161.16    àùßõÌí$Ù ý`‘æÝ µ&ß<$<ùßð ûÚÑ&Û́ ð þ$Ñõ æ} {`æÚ í$Ù ûÚÍæß&Ố æð (web browser) ã÷À${Øó×æß 

<ùßµùß …………. (Google Chrome / Google Search) ×. 

   

à‘æ 1.11.11.11.17777    &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. 

1.171.171.171.17  èùÔµ÷ÀùÔæØ`<ùßµèß µõ$ØõÝØ` èýò$ æÚÎ´ð ÷Àõßõ û÷Àù´æß &`Ù&ÔÈ æØù Ñð, àûð à<Á] ùÈ, ý{Ô ÷ÀÚù 

æßµÂßõÜ (multiple date fields) èýò$ æ} {`æÚ×.   

1.181.181.181.18  û`õÝØ`Èûõæß (spreadsheet) õÝÙ, &ÕõÜ (formulas) þ$Ñõ æØÆùß, ÁÜÚõ×ùß (functions) µæ$ßÂ×æ (cell) 

ÙÚÑ× {`æÚ×. 

1.191.191.191.19  <÷Àùß &`æ&ÔÈ ´#÷æ̧$‘è×æ÷ÀÛ (word processing software), ý{ÔÑø Ùýùßùùßð õ`û`Ùß µÙßýÙ (mailing 

labels) &æ&ßæÚÎ´ &úÀ{$ ÙÚûÚ µ×$ Ố &‘×ÔæßõÚ û{&Ôæ´ (mail merge facility) þ$Ñõ æ} {`æÚ×.    

1.201.201.201.20  á÷ÀÚÍûõßæÚÎµÈ ´#÷æ̧$‘è×æ÷ÀÛ (presentation software), ûÚùßõÞØ, &‘èÛõ× &{ Ò±µ×$ß à`õÝ_ æ}{`æÚ ù Ốõß 

ÆùÚ&ß æð{ô (human voice) àûð à`õÝÙõß æ} µù${`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) 

                                                

(a) µõ$ØõÝØ` õ$æßÂó ÑÂ× &úÀ{$ à×÷̧Èæ} ÁÚÂ]×ùß ûÚ}ÚýúÀ ÁÚÂ] µõ$ØõÝØ` èýò$ æÚÎ´ &úÀ{$ &ØÙ 

´×ÚµæÜ$µ&$\ß> à`æß&&ß (Microsoft Access) ÷Àõßõ û÷Àù´æß þ$Ñõ æÚÎ´ð àø]$ûù à$×õù×æß &`Ù&ÔÈ 

æØÆùß &Ú̄ . ÁÚÂ] ÷Àõßõ µæµ&ß èýò$ æ} ×ÔõÝ÷À̀ ×Ú Ñ÷À{$ ÷À̀ æßµ<ù <èÝ<æ ùÚ×`÷ÀÚ×æß û{õ ÷Àæß<$ à`õ: 

ÙÚ×$û÷ÀÚ‘¥ ÙÚ×$û÷ÀÚ‘¥ ÙÚ×$û÷ÀÚ‘¥ ÙÚ×$û÷ÀÚ‘¥     

à‘æ×à‘æ×à‘æ×à‘æ×    

ỐÙæÝØ` &´è ỐÙæÝØ` &´è ỐÙæÝØ` &´è ỐÙæÝØ` &´è 

ù´ù´ù´ù´    

í$õÚæ í$õÚæ í$õÚæ í$õÚæ 
{`ú̧ùÔÈûõß {`ú̧ùÔÈûõß {`ú̧ùÔÈûõß {`ú̧ùÔÈûõß 

à‘æ×à‘æ×à‘æ×à‘æ×    

ãûùß ÷ÀÚù×ãûùß ÷ÀÚù×ãûùß ÷ÀÚù×ãûùß ÷ÀÚù×    
ÙÚ×$û÷ÀÚ‘¥ æ} ÙÚ×$û÷ÀÚ‘¥ æ} ÙÚ×$û÷ÀÚ‘¥ æ} ÙÚ×$û÷ÀÚ‘¥ æ} 

÷ÀÚù×÷ÀÚù×÷ÀÚù×÷ÀÚù×    
ÙÚûÚù×ÙÚûÚù×ÙÚûÚù×ÙÚûÚù×    

451120 &ÚÙß<$ A.M. 992352097 V 1999/08/22 2017/11/01 
à‘æ 15, è$Ï û$Ø, 

Øõß́ Ù$ù. 

451121 &ÔµÅÌ W.M. 992362099 V 1999/08/23 2017/11/03 
à‘æ 5, ûÜø$ù Ò÷ÀÚ×, 

àÙÓ<. 

451122 èÛõ$ùß G. 992372097 V 1999/08/24 2017/11/10 
à‘æ 23/15, ÑæßðÍ 

ûðỐ è, <`ÙßÙ<õßõ. 

(i)    í$õÚæ {`ú̧ùÔÈûõß à‘æ (á{õ ÷Àæß<$ à`õÚ ûÍ÷ÀÚ) èýò$ æÚÎµÈ÷ÀÛ,    {`úù̧ÔÈûõß<Ù "V" àæßÂØ× 

&ß<×‘æÜÛ×< à`õÝÙõß æÚÎµÈ æÜÚ×$<ÙÚ× æ$Ì×æßÂ´< {$ ´ù$< &‘Ñø$ù× (streamline) æ} {`æßµæß 

µæµ&ß÷À̀ ×Ú û`{`÷ÀÚÙÚû`{`÷ÀÚÙÚû`{`÷ÀÚÙÚû`{`÷ÀÚÙÚ    æØùßùæØùßùæØùßùæØùßù.    

(à`õÝÙõß æØùÔ Ùýù &Ú×ÏÈ í$õÚæ {`úù̧ÔÈûõß à‘æ &‘ç]$ 9 æÚùß &´ùßÑõ <ù àõØ, "V"  

àæßÂØµ×ùß à<&ùß <ù ý< ãûæÙßûù× æØùßù.) (ÙæÝóÔ 03) 

   

(ii)    ÙÚ×$û÷ÀÚ‘¥ æ} ÷ÀÚù× à`õÝÙõß æØù Ñð, ãûùß÷ÀÚù×ð û&Ô ÷ÀÚù×æß û´óæß à`õÝÙß æÚÎ´ð áò÷ÀÛ́  &{õÚæ 

æÚÎ´ &úÀ{$ þ$Ñõ æ} {`æÚ æǗ ×æß    û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù.  (ÙæÝóÔ 03) 

(b) ÷Àõßõ èýò$æÚÎ´ &úÀ{$ ÷Àõßõ û÷ÀùÈ (databases) à<Á] µù$<ù ý<õß ä´ æ$Ì××´ û`õÝØ`Èûõß 

(spreadsheets) þ$Ñõµ×ùß &Ú÷̧æ} {`æÚ ý<õß åµÅ ÆõÜµ×æÝ µ×$ßíù$ æØ×Ú.  

(i) á{õ (a) µæ$ðµ&ß µõ$ØõÝØ` &Ùæ$ ýÙÆùß, åµÅ ÆõÜ×$µèß µ×$ßíù$< Ñ´&Ñ´&Ñ´&Ñ´&ùßùùßùùßùùßù.  (ÙæÝóÔ 03) 

(ii) åýµèß ÆõÜ×$µèß µ×$ßíù$< &´è µæµùæÝð äæêÑ× µù${`æÚ µ<ùõß à<&ßö$<æß (situation)    û`{`÷ÀÚÙÚ û`{`÷ÀÚÙÚ û`{`÷ÀÚÙÚ û`{`÷ÀÚÙÚ 

æØùßùæØùßùæØùßùæØùßù. (ÙæÝóÔ 03) 

(c) ´×ÚµæÜ$µ&$\ß> à`æß&&ß<Ùð (Microsoft Access) à÷À$Ù< Ñ´&ÔÈ (Queries) &{ <$Ìõ$ (Reports) àõØ µ<ù&  

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

    (´Ô_ ÙæÝóÔ 15) 
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ùÚÂßû$÷Àù &´$è´æ µ&ß<æ <`ðÔûß Ñ&ßõØ à`õÝÙõß ´×ÚµæÜ$µ&$\ß> äæßµ&Ùß û`õÝØ`Èûõæ ã÷Àßø#õ×æß û{õ 

àùÔØ|ûµ×ùß ûÜ÷ÀÌÁù× µæµÌ: 

 A B C D E F G H I J  

1            

2 
 Employee 

Number 
Name 

Basic 

Salary 

OT 

Hours 

Service 

(Years) 

OT 

Payment 

Gross 

Salary 

PAYE 

Tax 

Net 

Salary 

 

3  101 A.B.C. Silva 48,000 50 3      

4  102 P. Ramanathan 32,000 25 10      

5  103 M. Razik 64,000 10 7      

            
 

 
 

(a) G3 µæ$ßÂµ×{Ú (Cell) &ÕõÜ× =IF(F3<5,((D3/160)*1),((D3/160)*1.5)) &´ùßÑõ µÓ. G3 µæ$ßÂµ×{Ú à`õÝÙõß 

÷À| (&ÕõÜ×) G4 &{ G5 µæ$ßÂ<Ùð ûÚðûõß æ} Ñð, G4 &{ G5 µæ$ßÂ<Ù ûÜ÷ÀÌÁù× <ù  <®ù$æÈ (values) 

èóù× æØùßùèóù× æØùßùèóù× æØùßùèóù× æØùßù.   (ÙæÝóÔ 04)  

(b) ỐÙÚæ <`ðÔµû{Ú  (Basic Salary) &{ àõÚæ$Ù µèÒÈ<Ù (OT payment) äæõÝ<, ÷À} <`ðÔû (Gross Salary) <ù 

ý< ãûæÙßûù× æØÆùß, à‘æ 101 ÷ÀØó µ&ß<æ×$µèß ÷À} <`ðÔû (H3 µæ$ßÂ×) èóù× æÚÎ´ &úÀ{$ &ÕõÜ× 

{ú̧ù$ ÷Àæß<{ú̧ù$ ÷Àæß<{ú̧ù$ ÷Àæß<{ú̧ù$ ÷Àæß<$$$$ H3 µæ$ßÂµ×{Ú ûÜ÷ÀÌÁù× <ù <®ù$æ´ èóù× æØùßùèóù× æØùßùèóù× æØùßùèóù× æØùßù.  (ÙæÝóÔ 04)  

(c) ãû×ù Ñð µèÒµÈ ý÷̧ (PAYE) ÷À} <`ðÔµûùß 10% ý`êÚùß èóù× æØù ý< ãûæÙßûù× æØÆùß, à‘æ 101 

÷ÀØó µ&ß<æ×$µèß ãû×ù Ñð µèÒµÈ ý÷̧ (I3 µæ$ßÂ×) èóù× æÚÎ´ &úÀ{$ &ÕõÜ× {ú̧ù$ ÷Àæß<{ú̧ù$ ÷Àæß<{ú̧ù$ ÷Àæß<{ú̧ù$ ÷Àæß<$$$$, I3 

µæ$ßÂµ×{Ú ûÜ÷ÀÌÁù× <ù <®ù$æ´ èóù× æØèóù× æØèóù× æØèóù× æØùßùùßùùßùùßù.  (ÙæÝóÔ 04) 

(d) ÷À} <`ðÔµûùß ãû×ù Ñð µèÒµÈ ý÷ ̧ (PAYE) àòÔæ} û&Ô ÁÝ÷Àßø <`ðÔû (Net Salary) <ù ý< ãûæÙßûù× 

æØÆùß,  à‘æ 101 ÷ÀØó µ&ß<æ×$µèß ÁÝ÷Àßø <`ðÔû (J3 µæ$ßÂ×) èóù× æÚÎ´ &úÀ{$ &ÕõÜ× {ú̧ù$ ÷Àæß<{ú̧ù$ ÷Àæß<{ú̧ù$ ÷Àæß<{ú̧ù$ ÷Àæß<$, $, $, $, J3 

µæ$ßÂµ×{Ú ûÜ÷ÀÌÁù× <ù <®ù$æ´ èóù× æØèóù× æØèóù× æØèóù× æØùßùùßùùßùùßù.   (ÙæÝóÔ 03) 

 (´Ô_ ÙæÝóÔ 15) 
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àµùæÝõß &´$èÈ<Ùð <]$û$Íæ &{ µõ$ØõÝØ` õ$æßÂó µ&ß<$ &û×ù ÁÜÛ Ù‘æ$µÓ &´$è´æß <ù &Û́ $&{Úõ &Û́ $&{Úõ &Û́ $&{Úõ &Û́ $&{Úõ 

Ã&ßù&ßÃ&ßù&ßÃ&ßù&ßÃ&ßù&ß IT (IT (IT (IT (µû[÷ÀßèÙÚæ) &´$èµÈµû[÷ÀßèÙÚæ) &´$èµÈµû[÷ÀßèÙÚæ) &´$èµÈµû[÷ÀßèÙÚæ) &´$èµÈ èóæ$½æ$Î<Ø×$ åý ×`×Ú ãûæÙßûù× æØùßù. í|&ßí|&ßí|&ßí|&ß (Jazz(Jazz(Jazz(Jazz)))) ùÈ <Ô  ÃÜõ$ù] 

ãûµ÷ÀßÁæ &´$è´æß &´è <]$û$Íæ æÜÚ×$<ÙÚ ý${ÚØ ỐÙ$ÁÜæØó [Business Process Outsourcing (BPO)] 

<]$û$Íæ æð×Ôõßõæß ûÚ}ÚýúÀ &$æ§ì$ {Ô<´$Ø`<æß åý &´$è´ Ñ&Úùß &Ú÷æ̧ØÆùß û<õÛ.   

í|&ßí|&ßí|&ßí|&ß &´$èµÈ ỐÙ] àø]æßÂ Ñ&Úùß åý µ<õ ä<ù Ù÷À Ñ÷Àß]Ôõß õ`û|Ùæß (e-mail) û{õÚùß ÷À̀ æßµÓ: 

µèùß (From): dirfinance@jazz.co.uk 

µ<õ (To): accountant@businessit.lk 

ûÚðûõß (CC): ceo@jazz.co.uk, 

ÑÂ× (Subject): BPO {<ÔÙß <]$û$Ø µ×$ßíù$< 

ûóÚ<Ôò× (Message): {Úõ<õß ÑæÝÈ ÙÚ×ùµèß ´{õß́ ×$µóùÚ, 

µ×$ß¬õ àûµèß <]$û$Ø æð×Ôõßõ &úÀ{$ à÷À$} Ñ×{`æÚ ûÚÍ<`× <Ìè 

&{ à`&ßõµÈùßõÝ à`õÝÙõß ´×ÚµæÜ$µ&$\ß> äæßµ&Ùß <`ò ûõÜÚæ$<æß 

(Microsoft Excel worksheet) âµ×ß ÷Ø̧æõù× å&ßµ&ß åý &´ê æ} 

&$æ§ì$<ð àùÔ<, µÈ &´ê ´´ ä<Æ. í|&ßí|&ßí|&ßí|&ß Ñ&Úùß àùßõÌèÜ{ó× æØùÔ 

Ùýù ûÚÍ<`×÷À ´$ Ñ&Úùß ÙæÝóÔ æØ à`õ. &Û́ $&{Úõ Ã&ßù&ß&Û́ $&{Úõ Ã&ßù&ß&Û́ $&{Úõ Ã&ßù&ß&Û́ $&{Úõ Ã&ßù&ß IT IT IT IT 

((((µû[÷ÀßèÙÚæ) &´$è´µû[÷ÀßèÙÚæ) &´$è´µû[÷ÀßèÙÚæ) &´$è´µû[÷ÀßèÙÚæ) &´$è´ Ñ&Úùß æØùÔ Ùýù à$µ×$ßíù, µ´´ µè$ùÔ< (file) 

ýÙ$ æØ`ó$æØ &ÈûÕÌó æØùßù. åýµèß &´$è´ æ`´`õßõ ÷Àæß<ùßµùß 

à$÷À$×È µý÷À$è`ùÛµÈ à$æ#õÚ×ð÷À ù`õµ{$õß Ù$þ× µý÷À$è`ùÛµÈ 

à$æ#õÚ×ð÷À̀ ×Ú ×ùßù ûÚ}ÚýúÀ< ÷À̀ ùè`ùÛ́ ð æ`´`õßµõÆ.  

&ßõÞõÚ×Ú, 

µ´×ð ÑÁß<$&Û, 

µí$ßùßµí$ßùßµí$ßùßµí$ßùß....    

àõß&ùß û$ñ×:  

(Signature Text): 

  

µí$ßùß &Ú́ ùß&ß, 

Ố÷ÀÙß àø]æßÂ, í|&ß &‘&ßö$èõ µ&ß<$, 

5A, µ´µò$ß&ß û$æß, Ùùßòùß EC1A, äæß&õß Ø$íø$ùÚ×. 

T: +44 123 456 7890 

à` ỐóÔÈ (Attachments): costshare.xls 
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û{õ &úÀ{ùß µõ$ØõÝØ`÷À åý µ<õ &û×$ à`õ:  

Ã&ßù&ß IT &úÀ{$ &ÈýùßøÒµÈ Ñ&ßõØ - à‘æ 5, è$Ï û$Ø, µæ$}Ö 6, ÷̧Øæõù/\`æß&ß. +94 112 345 678.  

í|&ßí|&ßí|&ßí|&ß {Ú Ố÷ÀÙß àø]æßÂæ Ñ&Úùß ä<$ à`õÚ Ñ÷Àß]Ôõß õ`û|Ùð ûÚ}ÚõÝØæß µÙ& û{õ &úÀ{ùß ûóÚÑò× &ùßùÚµÓ÷Àù× æÚÎ´ 

&úÀ{$ Ñ÷Àß]Ôõß õ`û`Ùß ×`Ò´ ûÚ}ÚýúÀ åýµèß ÷À̀ ùỐ  þ$Ñõ æØþ$Ñõ æØþ$Ñõ æØþ$Ñõ æØùßùùßùùßùùßù. &´$èµÈ ûÜõÚûõßõÚ× àùÔ< Ã&ßù&ßÃ&ßù&ßÃ&ßù&ßÃ&ßù&ß IT IT IT IT {Ú{Ú{Ú{Ú &Ú×Ï´ 

µ&ß<æ×ùß Ñ&Úùß Ñµ÷ÀßÁÛ× µ&ß<$÷À$×æ×ùß µ<õ ×`µ<ù &|´ ÙÚûÚ èùÔµ÷ÀùÔ<æß́  æ}´ù$æØó àø]æßÂ 

(md@businessit.lk) µ<õ ûÚðûõß æ} ×ÔõÝ×. û{õ (a) &Úð (h) ÷Àæß<$ {ú̧ù$ ÷Àæß<$ à`õÚ à×Úõ´ &úÀ{$ &Ô÷̧&Ô 

µõ$ØõÝØ` åý Ñ&Úùß åýµèß ãõßõØ µû$µõß ÙÚÑ× ×ÔõÝ×.  

µèùß (From): ……………. (a) …………………….. (ÙæÝóÔ 02) 

µ<õ (To): …………….. (b) ……………………. (ÙæÝóÔ 02) 

ûÚðûõ (CC): …………….. (c) ……………………. (ÙæÝóÔ 03) 

ÑÂ× (Subject): …………….. (d) ……………………. (ÙæÝóÔ 02) 

ûóÚÑò× (Message): {Úõ<õß ………… (e) ……………… ´{õß́ ×$µóùÚ 

Ñ÷Àß]Ôõß õ`û|Ù ûÚ}ÚýúÀ åýð &ßõÞõÚ×Ú. åµÅ µ×$ßíù$< ´$ àø]×ù× æÚÎ´ð 

ýÙ$µû$µØ$õßõÝ <ù àõØ, àûµèß à<&ùß õÛØó× &´è åý {$ &ÈýùßøÒ´ð µ{ð 
ýÙ$µû$µØ$õßõÝ µ<Æ. ´×ÚµæÜ$µ&$\ß> <Ì³ (Microsoft Word) ÙÚ×ÑÙßÙæß µÙ& 

à<µý$ßøõ$ èÚÑ&ÔµÈ (MOU) µæðÔÈûõß û$ñ× (draft text) µÈ &´ê åý µ<õ ä<Æ.   

µ´×ð à<‘æ, 
…………….. (f) ……………………. 

(ÙæÝóÔ 01) 

 

 

 

 

 

(ÙæÝóÔ 01) 

àõß&ù û$ñ×: 
(Message Text): 

…………….. (g) ……………………. (ÙæÝóÔ 02) 

à`ÆóÚÙÚ (Attchments): …………….. (h) ……………………. (ÙæÝóÔ 02) 

    (´Ô_ ÙæÝóÔ 15)  
  

 

                                                                                                                                

(a) åý ’æÚ×$µÓ ùÚ×Ôæßõ &´$è´ Ø&$×ù ÷º<] à$ù×ù× æÚÎµÈ µ×÷ÀÛ &Ú®ù &´$è´æß ý< ãûæÙßûù× æØùßù. 

Ø&$×ù ÷º<] æÚµÙ$ßèÜ|È 5,000 æß &{Úõ à± 20 æ æùßµ>ùØ×æß &úÀ{$ à`´Íæ$ùÔ µò$ÙÌ (US Dollars) 

15,000 æ ÆÙæß &úÀ{ùß æØ, åýµèß &`û×ÔÈæØ`<ùßµèùß µæµùæß åý µ<õ Ñ÷Àß]Ôõß õ`û`Ùß ûóÚ<Ôò×æß 

ä<$ à`õ. ÁÜÛ Ù‘æ$ Ø`ûÚ×Ùß <ÙÚùß ÆÙ à`&ßõµÈùßõÝ æÚÎ´ åý µ<õ û<ØùÔ Ùý$ à`õ.   

àùßõÌí$Ù× þ$Ñõ æØÆùß, <Ù‘èÝ ÁÜÛ Ù$‘æÛ× ûÜþ<×æÚùß µ´´ à`&ßõµÈùßõÝ< Ùý$èùßµùß µæµ&ß÷À̀ ×Ú û`{`÷ÀÚÙÚ û`{`÷ÀÚÙÚ û`{`÷ÀÚÙÚ û`{`÷ÀÚÙÚ 

æØùßùæØùßùæØùßùæØùßù.  

(í$Ù ûÚÍæß&Ố æß (web browser) &´ê ûÍèóæ×æß åýð õÚµýù ý<õß, æÚ&Ú́  µ÷ÀßÁÛ× &‘Ñø$ù×æ µ<Å 

àòÑ ÙÚûÚù×æß (website address) åý µù$÷Àùßµùß×`×Ú÷À åýð ãûæÙßûù× æ} {`æÚ×.)   (ÙæÝóÔ 04)  

 

(b) "Viber" &{ "Whatsapp" ×ùÔ µÈ ÷ÀÚù<Ù µý$µ{$ß ûÔ÷ÀßèÙ×ùß Ñ&Úùß þ$Ñõ æØù íùûÜÚ× í‘è´ þ$Ñõ µ×÷̧È 

(mobile applications) µ÷ÀææÚ.   

(i) í‘è´ þ$Ñõ µ×÷̧È &Ùæ$ ý`ÙÛµÈ÷ÀÛ, "Viber" &{ "Whatsapp" æÝ́ ù þ$Ñõ µ×÷̧È <Ìè×ð à`õÝÙõß 

<ùßµùß÷À̀ ×Ú {úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù.  (ÙæÝóÔ 02)  

(ii) í‘è´ ÷̧Øæõù×æß õÚÄ´ {`µØùßùð, µ´´ þ$Ñõ µ×÷Ȩ̀ þ$Ñõ æÚÎ´ &úÀ{$ õÚÃ× ×ÔõÝ µ<ùõß 

à<Á]õ$<×ùß {úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù.  (ÙæÝóÔ 02)  

(iii) äý÷ ̧þ$Ñõ µ×÷̧È ´êÚùß áðÔ<ù àØ Ốó û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù. (ÙæÝóÔ 03)  

(c) àùßõÌí$Ù ý`‘æÝæØó× <Ìõ´$ùµ×ß÷ÀÛ ûÜµ×$ßíù<õß µÙ& µý$µ{$ßÑð &`}µæß. "phishing" ×ùßµùùß à÷À{&ß 

æØùßµùß æÝ́ æß÷À̀ ×Ú ÷Àæß<$ àùßõÌí$Ù ý`‘æÝæØó ûÍÁÛÙæ×ùßð ä× µæµ&ß ýÙû| {`æÚ÷À̀ ×Ú û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù.  
 (ÙæÝóÔ 04) 

 (´Ô_ ÙæÝóÔ 15) 

05 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 
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&ÔûÚûÚ à$×õùµ×ß &ÔûÚûÚ à$×õùµ×ß &ÔûÚûÚ à$×õùµ×ß &ÔûÚûÚ à$×õùµ×ß &Ô{÷À &$÷À×æß &úÀ{$ à$Ø$øù$ ûõÜ×æß &`Ù&ÔÈ æÚÎµÈ æ$Ì×× åýð û<Ø$ à`õ`×Ú ãûæÙßûù× 

æØùßù. ûÜþ< µÙßçùµ×ß (source document) û$ñ &{ ûÚ}ÚÃÖÔ< (text and image) û{õ ÷À̀ æßµ<ù Ø|ûµ×ß à`õÝÙõß×: 

 

 

 

 

 

 

 

 

 

à<&$ù à$æ#õÚæØó× (formatted) æÚÎµ´ùß û&Ô à$Ø$øù$ ûõÜÚæ$< û{õ ÷À̀ æßµ<ù Ø|ûµ×ß à`õÝÙõß×: 

 

 

You are cordially invited for the annual get-together of the 

 

 

On 25
th 

January 2018, 6pm onwards 

At 

HOTEL AZURE 
155, Galle Road, Colombo 06 

 RSVP (Regrets Only) 

 0777 123456 

 

 

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

 

You are cordially invited for the annual get-together of the 

Supipi Institute 

On 25th January 2018, 6pm onwards 

At 

Hotel Azure 

155, Galle Road, Colombo 06 

RSVP (Regrets Only)  

0777 123456 
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àæÝØ` <Ìè× (font type) µ<ù&ßæØùÔ µù$Ù`µÅ×`×Ú ãûæÙßûù× æØÆùß, ûÜþ< µÙßçùµ×ß û{õ &úÀ{ùß äæß äæß 

ỐÙÚæ$‘è× àùÔ<Ìõù× æÚÎ´ð (to convert) þ$Ñõ æ} ×ÔõÝ ´×ÚµæÜ$µ&$\ß> <Ì³ à‘è (features) û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù: 

(a) "Invitation" µÙ& ùÈ æØ à`õÚ ûÚ}ÚÃÖÔµÓ (image) ûǗ $ó× àòÔ æÚÎ´. (ÙæÝóÔ 02)  

(b) "You are cordially invited for the annual get-together of the" ×ù û$ñµ×ß &ßö$ù× (position) µ<ù&ß æÚÎ´. 

 (ÙæÝóÔ 02) 

(c) "Supipi Institute" ×ù û$ñµ×ß &ßö$ù× (position) &{ µûùỐ  (appearance) µ<ù&ß æÚÎ´. (ÙæÝóÔ 02)  

(d) "On 25th January 2018, 6pm onwards" ×ù û$ñµ×ß µûùỐ  &{ &ßö$ù× µ<ù&ß æÚÎ´. (ÙæÝóÔ 02) 

(e) "Hotel Azure" ×ù û$ñµ×ß µûùỐ  &{ &ßö$ù× µ<ù&ß æÚÎ´. (ÙæÝóÔ 02)  

(f) "RSVP (Regrets Only)" ×ù û$ñµ×ß µûùỐ  &{ &ßö$ù× µ<ù&ß æÚÎ´. (ÙæÝóÔ 02)  

(g) à$æ#õÚæØó× æ} Ø|ûµ×ß (formatted figure) µûµùù ûÍ÷ÀÚ, à$Ø$øù$ ûõÜ× <µ> áØæß äæõÝ æÚÎ´       

(add a line). (ÙæÝóÔ 03) 

  (´Ô_ ÙæÝóÔ 15) 
 
 

    

    

 

(a) ´×ÚµæÜ$µ&$\ß> û<Ìµû$×Úùß> (Microsoft PowerPoint) {Ú, û{õ ÷À̀ æßµ<ù à‘è<ÙÚùß (features) áðÔ µæµØù 

æ$Ì×× û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù:   

(i) Action Buttons. 

(ii) Slide Master. 

(iii) Rehearse Timings. 

(iv) Hide Slide. 

(v) Slide Size (4:3 and 16:9). 

(vi) Presenter View. (äææð ÙæÝóÔ 02 ý`êÚùß, ÙæÝóÔ 12) 
  

(b) ý{Ôí$õÚæ &´$è´æß ´êÚùß ûÚ}Úèùß<$ à`õÚ á÷ÀÚæÚÎµÈ <]$û#õÚ×æß &úÀ{$ åµÅ &´$è´ ÆÙèóùß á÷ÀÚÍûõß 

æÚÎ´ð (bidding) ××Ú. ý{Ôí$õÚæ &´$èµÈ àø]æßÂæ ´óßòÙ× &úÀ{$ ÆÙèóùß á÷ÀÚÍûõß æÚÎ´ ûÚ}ÚýúÀ< 

´×ÚµæÜ$µ&$\ß> û<Ìµû$×Úùß> á÷ÀÚÍûõß æÚÎ´æß (Microsoft PowerPoint presentation) ûÚ}Úµ×Ù æÚÎ´ð åµÅ 

ûÜø$ù Ñø$×æ ùÚ}ø$Í×$ åý µ<õ û<Ø$ à`õ. Ø{&] µõ$ØõÝØ` à`õÝÙõß ùÚ&$, µ´´ á÷ÀÚÍûõß æÚÎ´ 

ỐØû÷À×æß (password) µ×$÷À$ åý Ñ&Úùß µ{$ß ûÜø$ù Ñø$×æ ùÚ}ø$Í×$ Ñ&Úùß {`Ø µ<ùõß æÚ&Úµ<æÝ Ñ&Úùß 

ûÜµÓÁ Ò Ñ<#õ µù$æ}×ÔõÝ ý<ð ûÜø$ù Ñø$×æ ùÚ}ø$Í×$ ãûµ÷À&ß ÷ÀÛ õÚµÅ.  

´×ÚµæÜ$µ&$\ß> û<Ìµû$×Úùß> þ$Ñõµ×ùß µ´´ à<Á]õ$<× &ûÔØ$èùßµùß µæµ&ß÷À̀ ×Ú 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×    


