
KOg; gjpg;GupikAilaJ  

 

,yq;if fzf;fPl;L njhopy;El;gtpayhsu; fofk;,yq;if fzf;fPl;L njhopy;El;gtpayhsu; fofk;,yq;if fzf;fPl;L njhopy;El;gtpayhsu; fofk;,yq;if fzf;fPl;L njhopy;El;gtpayhsu; fofk;  

Mw;wy; (jpwd;fs;) Mw;wy; (jpwd;fs;) Mw;wy; (jpwd;fs;) Mw;wy; (jpwd;fs;) CAPSTONE – 2015 A+iyA+iyA+iyA+iy 

(SS2)  jfty; njhopy;El;gj; jpwd;fs; jfty; njhopy;El;gj; jpwd;fs; jfty; njhopy;El;gj; jpwd;fs; jfty; njhopy;El;gj; jpwd;fs; (IT  SKILLS)  

• guPl;rhu;j;jpfSf;fhd mwpTWj;jy;fs;guPl;rhu;j;jpfSf;fhd mwpTWj;jy;fs;guPl;rhu;j;jpfSf;fhd mwpTWj;jy;fs;guPl;rhu;j;jpfSf;fhd mwpTWj;jy;fs; (ftdkhf thrpf;fTk;): 

(1) Neuk;Neuk;Neuk;Neuk;: 02 kzpj;jpahyk; 

(2)  tpdhj;jhs; fl;likg;Gk; Gs;spfs; xJf;fPLk;tpdhj;jhs; fl;likg;Gk; Gs;spfs; xJf;fPLk;tpdhj;jhs; fl;likg;Gk; Gs;spfs; xJf;fPLk;tpdhj;jhs; fl;likg;Gk; Gs;spfs; xJf;fPLk;: 

gFjpgFjpgFjpgFjp Njitg;ghLNjitg;ghLNjitg;ghLNjitg;ghL Gs;spfs;Gs;spfs;Gs;spfs;Gs;spfs; 

A vy;yh tpdhf;fSk; fl;lhakhdit 40 

B VO tpdhf;fspy; ehd;F tpdhf;fSf;F 
kl;Lk; tpilaspj;jy; Ntz;Lk;. 60 

nkhj;jg; Gs;spfs;nkhj;jg; Gs;spfs;nkhj;jg; Gs;spfs;nkhj;jg; Gs;spfs; 100 

(3) guPl;irf;F tpz;zg;gpj;j mNj nkhopapNyNankhopapNyNankhopapNyNankhopapNyNa tpilfs;tpilfs;tpilfs;tpilfs; jug;gl;l tpilg; Gj;jfj;jpytpilg; Gj;jfj;jpytpilg; Gj;jfj;jpytpilg; Gj;jfj;jpy; 
vOjg;gly; Ntz;Lk;. 

 
 

gFjpgFjpgFjpgFjp A 
 

Nehf;fr; Nrhjid tpdhf;fs;Nehf;fr; Nrhjid tpdhf;fs;Nehf;fr; Nrhjid tpdhf;fs;Nehf;fr; Nrhjid tpdhf;fs; (OTQs) 

,UgJ (20) fl;lha tpdhf;fs; 

(nkhj;jk; 40 Gs;spfs;) 

                                                

,yf;fq;fs; 1.1 Kjy; 1.18 tiuAs;s tpdhf;fSf;Fupa kpfTk; rupahd tpiliaj; njupe;J> 
njupTnra;j tpilapd; ,yf;fj;ij mjd; tpdhTf;Fupa ,yf;fj;Jld; ckJ tpilj;jhspy; vOJf. 

1.1  7,589.60 ngWkjpiaf; nfhz;l fynkhd;W (cell) # ,# # 0  Mf tbtikf;fg;gl;bUg;gpd; mNj 

fyj;jpy; fhl;rpg;gLj;jg;gl;l ngWkjp: 

(1)  7,589.00 (2)  7,589.60 

 (3)  7,600.00 (4)  7,590.00  (02 Gs;spfs;) 

1.2  ,izaj;NjhL njhlu;Gila Nritfs; kw;Wk; cw;gj;jpfspy; rpwg;Gj; Nju;r;rpailfpd;w 

Google Inc. epWtdkhdJ> xU gy;Njrpa $l;Lj;jhgdkhFk;. epWtdj;jhy; toq;fg;gLk; 

,ytr ntg;js mbg;gil <nkapy; Nrit vg;ngauhy; mwpag;gLfpd;wJ? 

(1)  Gmail. (2)  Hotmail. 

 (3)  Yahoo. (4)  Outlook.  (02 Gs;spfs;) 

tpdhtpdhtpdhtpdh  01 

       gf;fq;fs; :  12 

       tpdhf;fs; :  07  

2015-07-26 
gpw;gfy;  

[3.30 – 5.30]  



2 | P a g e  

 

1.3  xU kpd;dQ;ry; (email) nkd;nghUspy; my;yJ tiy mbg;gil kpd;dQ;ry; (web-based email 

provider) toq;Fgtupy; KOikay;yhj ,d;dKk; mDg;g Ntz;bAs;s kpd;dQ;ry;fs; 

(emails) vjd; fPo; fhzg;gLk;? 

(1)  Inbox. (2)  Sent Mail. 

 (3)  Spam Mail. (4)  Drafts.  (02 Gs;spfs;) 

1.4  cUcUcUcU 1 kw;Wk; cUcUcUcU 2 ,y; cs;s vOj;Jiuia (Text) ftdj;jpw; nfhs;f. 
 

 

 

 

 

 

 

 

 

 

 

 

cUcUcUcU 1 ,y; cs;s epiy cUkhw;Wtjw;F (transform) Njitg;gLk; gz;Gf;$w;iw (feature) cUcUcUcU 2 
f;F khw;Wjy; vJthf mwpag;gLfpwJ? 

 (1)  tPo; jiyvOj;J (Drop Cap) (2)  rpwpa jiynaOj;J (Small Caps) 

 (3)  vy;yh jiynaOj;JfSk; (All Caps) (4)  nrUF FwpaPL (Insert Symbol) 

      (02 Gs;spfs;) 

1.5  ,e;j kpd;dQ;ry; Kftupiaf; ftdpf;Ff. “examinations@aatsl.lk”. ,e;j kpd;dQ;ry; Kftupapy; 

“lk” vd Fwpg;gJ: 

(1)  Ms;fsg; ngau; (Domain name)  

(2)  gadhsp ngau; (User name) 

 (3)  ehl;Lf; FwpaPl;L Nky;kl;l Ms;fsk; (Country-code top-level domain) 

 (4)  Nritafg; ngau; (Server name)    (02 Gs;spfs;) 

1.6  ,iza tq;fpapay; (Internet Banking) my;yJ njhluwh epiyapy; (online) cq;fs; fld; 

ml;iliag; gad;gLj;Jjy; Nghd;w nraw;ghl;il Mw;WfpwNghJ> cq;fsJ ,ufrpaj; 

juTfs; ghJfhf;fg;gl;Ls;sd vd;gij cWjpg;gLj;jpf; nfhs;s tiyNkNyhl;bd; (web 

browser) Kftupg; gl;il (address bar) kPJ fz;Zf;Fg; Gydhf Ntz;ba nrk;ik elg;G 

tof;F (protocol) vJ? 

(1)  https (2)  http (3)  ftp (4)  ip (02 Gs;spfs;) 

cUcUcUcU 1 cUcUcUcU 2 
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1.7  ru;tNjr njhlu;ghly;fis rpf;fdkhfTk; tpidj;jpwdhfTk; Mw;wpl mDkjpf;fpd;wjhy; 

,izaj;jpD}lhf tPbNah khehl;il (conferencing) Mw;wpLk; ,aYikahdJ> gy epWtdq; 

fSf;F ed;ikaspj;Js;sJ. ,e;Nehf;fj;jpw;fhfg; gad;gLj;jg;gl;l xU nkd;nghUSf;fhd 

cjhuzk;> 

(1)  ];ifg; (Skype) (2)  mNlhg; g;sh~; (Adobe Flash) 

 (3)  ikf;Nuhnrhg;w; tp~{ty; ];&bNah (4)  tpz;Nlh]; kPbah gpNsau; 

      (02 Gs;spfs;) 

1.8  Kaw;rpj;jpl;l tsq;fs; jpl;lkply; Kiwik (Enterprise Resources Planning  system) xd;iw tpl> 

xU nraw;gL jfty; Kiwikiag; (functional Information system) gad;gLj;Jtjd; gpujp$y 

nkhd;iw gpd;tUtdtw;Ws; vJ tpgupf;fpd;wJ? 

(1)  njhlu;GW juTfs; (Related data), NtWgl;l nraw;gL jfty; KiwikfspilNa 

gfpug;gLtjpy;iy. 

(2)  nraw;gL jfty; Kiwikfspy; gad;gLj;jg;gl;l FwpKiwahf;fk; (encryption) 

ntspahl;fshy; ,yFthf mDkjpapd;wp cs;Eioa (hacked) KbAk;. 

 (3)  jug;gl;l Neunkhd;wpy; nraw;gL jfty; Kiwikiag; gad;gLj;j KbAkhd 

gadhspfspd; vz;zpf;if FiwthFk;. 

 (4)  nraw;gL jfty; Kiwiknahd;iw mgptpUj;jp nra;jpl vLj;Jf; nfhz;l Neuk; kpf 

cau;thdjhFk;.    (02 Gs;spfs;) 

1.9  Kaw;rpj;jpl;l tsq;fs; jpl;lkply; Kiwiknahd;wpypUe;J (ERP) Nfl;fg;gl;l ,irTr; 

nraw;ghLfisf; ftdj;jpy; nfhs;Sk;NghJ IFRS vd;gJ vijg; gpujpepjpj;Jtg;gLj;J 

fpd;wJ? 

(1)  Internal File Recovery System. 

(2)  International Financial Reporting Standards. 

 (3)  Information Feedback Receiving System. 

 (4)  Internal Financial Report System.    (02 Gs;spfs;) 

1.10  xU rpwpa msT ,wf;Fkjp kw;Wk; Vw;Wkjpf; fk;gdpnahd;wpd; fzf;fhsuhf cq;fisf; 

fUjpf; nfhs;sTk;. gpd;tUk; eilKiwfspy; / gapw;rpfspy; xU xOf;f newp uPjpahf 

Vw;Wf;nfhs;s Kbahj elj;ijahf ftdj;jpnyLf;ff; $baJ vJ? 

(1)  mYtyfj;jpy; Gw td;jl;nlhd;wpd; kPJ (external hard disk) cq;fsJ juTfis xU 

fhg;G vLj;jy; (taking a back up). 

(2)  MS Office DVD home ,d; %yg; gpujpia cq;fsJ ,y;y jdpahs; fzpdp (home PC) apy; 

xU gpujpnaLj;jy; 

 (3)  Copau;fspd; rk;gs tpguq;fisf; fsQ;rpag;gLj;Jfpd;w ikf;Nuhnrhg;w; Excel 

Nfhg;Gfis flTr;nrhy; ghJfhf;fpd;wJ. 

 (4)  cq;fsJ mYtyf fzpdpf;fhf xU GFgjpif flTr;nrhy;iy (login password) 

gad;gLj;Jjy;    (02 Gs;spfs;) 



4 | P a g e  

 

1.11  “Spamming” vd;gJ Fwpg;gJ> 

(1)  Ntz;lg;glhj (unsolicited) kpd;dQ;ry;fis mDg;Gjy;  

(2)  kpd;dQ;ry;fspd; gUkd;> mtw;wpd; ,izg;GfSf;Nfw;g (attachment) xOq;FgLj;jy; 

 (3)  kpd;dQ;ry;fis ghJfhg;ghf mDg;Gjy;   

 (4)  kw;nwhU fk;gdpapd; kpd;dQ;ry; Kftupiag; gad;gLj;Jjy;  (02 Gs;spfs;) 

1.12  fzpdp tiyaikg;nghd;wpy; Kiwikj; jdpr; Rje;jpuj;ij (system privileges)g; NgZtjw; 

fhd nghWg;Gila xU egupd; gjtp> 

(1)  xU Kiwik epu;thfp (a Systems Administrator)  

(2)  xU IT njhopy;El;gtpayhsu; (an IT Technician) 

 (3)  xU epiwNtw;Wg; gzpg;ghsu; (an Executive Director) 

 (4)  xU Kiwik ,af;Fgtu; (a System Operator)   (02 Gs;spfs;) 

1.13  mQ;ryply; (mailing) gl;bay; Kfhikahsu; (mailing list manager) gad;gLj;jg;gLtJ> 

(1)  epWtdk; xd;wpy; Copau;fSf;fhd kpd;dQ;ry;fis cUthf;Fjy;  

(2)  epWtdk;rhu; njhlu;ghly; Nehf;fq;fSf;fhfNt kpd;dQ;ry; Kftupfspd; Kfhikaply; 

gl;bay; gad;gLj;jg;gLfpd;wd. 

 (3)  epWtdj;jpw;F ngwg;gl;l [d;q; kpd;dQ;ry;fis (junk emails) tbfl;Ljy;  

 (4)  epWtdj;jhy; mDg;gg;gl;lJk; ngwg;gl;lJkhd kpd;dQ;ry;fis fzpdp 

itu];fSf;fhf tUbepiyawpjy; (Scanning)   (02 Gs;spfs;) 

1.14  “jpwe;j Mjhu%y nkd;nghUs;” (open Source Software) vd;gJ gpd;tUk; vjDld; 

njhlu;Gila nkd;nghUshFk;. 

(1)  fsQ;rpaq;fisj; jpwf;Fk;NghJ gad;gLj;jy; 

(2)  mjDila Mjhu%y FwpKiwia (source code) g; gfpu;e;J nfhs;sy; 

 (3)  ,Wtl;Lfs; (CDs) kw;Wk; DVD fspy; kl;Lk; tpepNahfpf;fg;gly; 

 (4)  Kiwik ,af;Fgtu;fshy; (system operators) gad;gLj;jg;gLtJ  (02 Gs;spfs;) 

1.15  xU ngupa epWtdj;jpw;fhf nkd;nghUnshd;iwf; nfhs;tdT nra;jiyf; ftdj;jpy; 

nfhs;Sk;NghJ> Kaw;rpahsu; mDkjpg; gj;jpunkhd;iw (Enterprise License) itj;jpUf;f 

Ntz;Lnkd;gJ gupe;Jiuf;fg;gl;Ls;sJ. Kaw;rpahsu; mDkjpg; gj;jpuj;ijg; nghWj;j 

kl;by; gpd;tUtdtw;Ws; rupahdJ vJ? 

(1)  nkd;nghUisf; nfhs;tdT nra;tjw;fhf murhq;fj;jhy; toq;fg;gl;l mDkjpg; 

gj;jpuk;  

(2)  nkd;nghUis tpw;gid nra;tjw;fhf murhq;fj;jhy; toq;fg;gl;l mDkjpg; gj;jpuk; 

 (3)  fl;Lg;ghbd;wp gy fk;gdpfSf;F tpepNahfpf;ff;$bajhd nkd;nghUs; mDkjpg; gj;jpuk; 

 (4)  jdpahs; fzpdpfNshL ngupa fk;gdp xd;Wf;F ntspaplg;gl;l nkd;nghUs; mDkjpg; 

gj;jpuk;    (02 Gs;spfs;) 
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1.16   

(a) G+fk;gq;fs; (b) nts;sg;ngUf;F  (c) FWk;gu; jhf;Fjy;fs; 

(d) NtT ghu;j;jy;  (e) Rdhkp (f)   gaq;futhjk; 

 

Nkw;$wg;gl;litfSs; ,aw;ifay;yhj mdu;j;jq;fshff; fUjg;gLgit ahit? 

(1)  (a), (b), (c) kl;Lk;.  (2) (b), (c), (d) kl;Lk;. 

(3)  (c), (d), (f) kl;Lk;. (4)  NkNyAs;s ahTk;. 

  (02 Gs;spfs;) 

1.17   

(a) FwpKiwahf;fk; (Encryption)   (b) fhg;Gfs; (Backups)  

 (c) ngWtopf; fl;Lg;ghL (Access control) (d) fzf;fha;T (Auditing) 

 

juTj;jsk; xd;wpy; (database) jfty; fhg;Gf; fl;Lg;ghl;il (information security control) 

Kd;Ndw;Wtjw;F NkNyAs;s KiwfSs; vJ cjtp nra;Ak;?  

(1)  (a) Ak; (b) Ak; kl;Lk;.  (2) (a) Ak; (c) Ak; kl;Lk;. 

(3)  (b) Ak; (c) Ak; kl;Lk;. (4)  NkNyAs;s ahTk;. 

  (02 Gs;spfs;) 

1.18  “VPN njhopy;El;gkhdJ Nra;ikg; gadhspfs; xU jdpahu; tiyaikg;G / ,izaj;Jld; 

njhLg;G Vw;gLj;jpl ,aYkhf;Ftjw;F KbAk;” - ,e;jf; $w;wpy; VPN vd;Dk; FWf;fk; 

Fwpj;Jepw;gJ,  

(1)  Virus Protected Network. (2)  Visible Private Network. 

 (3)  Virtual Private Network. (4)  Vital Protocol Network.  (02 Gs;spfs;) 

 

milg;Gf;Fs; jug;gl;l nrhw;fisf; nfhz;L tpdh ,y. 1.19, 1.20 Mfpatw;wpd; ntw;wplq;fis 
epug;gTk; njupT nra;j tpilia cq;fsJ tpilg; Gj;jfj;jpy; tpdhTf;Fupa ,yf;fj;Jld; 
vOJf. 

1.19  “mjpfhukspf;fg;gl;l njhlu;ghly;fis mDkjpf;fpwNghJ mjpfhukspf;fg;glhj ngWtop 

(access)ia jLg;gjw;F tbtikf;fg;gl;l xU fzpdp Kiwikj; njhFjpapd; xU gFjpahf 

my;yJ ,izakhf ,Ug;gJ xU …………………….. [Ftpak;(Hub) / jPr;Rtu; (Firewall)] MFk;.”  

  (02 Gs;spfs;) 

1.20   “…………………….. [gq;Fg;nghUs; (Shareware / Nru;nghUs; (Adware)] vd;gJ xU ,iza 

tiyj;jsj;jpypUe;J jutpwf;fkhf mbf;fb rku;g;gpf;fg;gl;l xU tif nkd;nghUs; MFk;. 

mit tiuaWf;fg;gl;l njhopw;ghl;ilAiladthf my;yJ nkd;nghUs; gad;gLj;jf;$ba 

jlitfspd; vz;zpf;if Nghd;w Vida tiuaiwfisf; nfhz;ldthf ,Uf;fyhk;. mit 

cs;shu;e;j rf;jpAila gadu;fSf;F (Potential users), nkd;nghUspd; KO tbtj;ij (full 

version) nfhs;tdT nra;tjw;F Kd;du; mjid Kad;W ghu;j;jpl xU re;ju;g;gj;ij 

toq;Ffpd;wd”.    (02 Gs;spfs;) 
      

 

 
gFjp  A KbTw;wJ 
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gFjpgFjpgFjpgFjp B 
 

VNjDk; ehd;F (04) tpdhf;fSf;F kl;Lk; tpilaspf;Ff. 

(nkhj;jk; 60 Gs;spfs;) 

                                                

xU jahupg;Gj; njhopy; epWtdj;jpd; Copau; gl;baypypUe;J vLf;fg;gl;lnjhU ngau;g;G (extract) 

fPNo fhl;rpg;gLj;jg;gl;Ls;sJ. 

Copau; Copau; Copau; Copau; 
,y.,y.,y.,y. 

Kjy;Kjy;Kjy;Kjy;    
ngau;ngau;ngau;ngau; 

NtW NtW NtW NtW 
ngau;fs;ngau;fs;ngau;fs;ngau;fs; 

gpwe;j jpfjpgpwe;j jpfjpgpwe;j jpfjpgpwe;j jpfjp 
mbg;gilr; mbg;gilr; mbg;gilr; mbg;gilr; 

rk;gsk; rk;gsk; rk;gsk; rk;gsk; 
(&.)(&.)(&.)(&.) 

Njrpa Njrpa Njrpa Njrpa 
milahs milahs milahs milahs 

ml;il ml;il ml;il ml;il  
jpizf;fsk;jpizf;fsk;jpizf;fsk;jpizf;fsk; 

jFjp jFjp jFjp jFjp 
epiyepiyepiyepiy 

0001 rpy;th fPjh 1980.02.09 22,500.00 805400370V epjp Mk; 

0002 Nrdul;d N[k;]; 1975.03.25 42,000.00 750852400V cw;gj;jp Mk; 

0003 Nahfuh[d; rPjh 1988.09.07 25,000.00 887510400V HRM ,y;iy 

0004 uh]pf; g];yp 1992.06.29 50,000.00 921810450V 
jfty; 
njhopy;El;gk; 

Mk; 

0005 MWKfk; ney;rd; 1970.08.24 48,000.00 702371588V epjp ,y;iy 

0006 ngNuuh tp[ah 1983.06.29 39,000.00 831812566V 
jfty; 
njhopy;El;gk; 

Mk; 

0007 Mzy;l; nftpd; 1983.12.20 78,000.00 833551789V cw;gj;jp Mk; 

0008 my;tp]; [fj; 1986.05.19 58,000.00 861401235V cw;gj;jp Mk; 

“jFjpepiy” vd NkNy cs;sJ Copau; gjtp epue;jukhdjh> ,y;iyah vd;gijf; Fwpf;fpwJ 
vd;gij ftdj;jpw; nfhs;f. 
 

(a) NkNyAs;s gpujhd fsk; (key field) vdf; ftdj;jpw; nfhs;sf;$ba kpfTk; 
nghUj;jkhd fsj;ij njupTnra;JnjupTnra;JnjupTnra;JnjupTnra;J ckJ njupTf;fhd fhuzj;ij tpsf;Ff.tpsf;Ff.tpsf;Ff.tpsf;Ff.   

 (03 Gs;spfs;)  
 

(b) gpd;tUk; xt;nthd;Wf;Fkhd kpfTk; nghUj;jkhd juT tiffis (Data type) 

,dq;fhz;f. “X” vdf; FWf;Ff; Nfhbl;l fyq;fs; (cells) ,dq;fhzg;gl 
mtrpakpy;iy.  

Jiwapd; ngau;Jiwapd; ngau;Jiwapd; ngau;Jiwapd; ngau; juT tifjuT tifjuT tifjuT tif 

Copau; ,yf;fk;  

Kjw; ngau;  

NtW ngau;fs;  

gpwe;j jpfjp  

mbg;gilr; rk;gsk;  

Njrpa milahs 
ml;il ,y.  

jpizf;fsk;  

jFjpepiy  

(06 Gs;spfs;) 

 

(c) juTg; gjpTr; nrad;Kiwia (data entry process) mjpf tpidj;jpwDilajhf;Ftjw;F 
NkNy ml;ltizf; fl;likg;gpy; VNjDk; khw;wq;fs; nra;a KbAkh vd;gij 
tpsf;Ff. 

epjp> cw;gj;jp> HRM kw;Wk; jfty; njhopy;El;gk; Mfpa ehd;F jpizf;fsq;fs; 
kl;LNk fk;gdpapy; cs;sij vLNfhshff; nfhs;f. (03 Gs;spfs;) 

tpdhtpdhtpdhtpdh  02 
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(d) njhlu;Gepiyj; juTj; jsnkhd;wpy; (relational database) cs;s ml;ltizj; 
njhlu;Gfspd; %d;W (03) tiffis ,dq;fhz;f. (03 Gs;spfs;) 

 (nkhj;jk; 15 Gs;spfs;) 

 

                                              

(a) Nfhg;gpid ,UKiw mOj;Jk;NghJ jd;dpaf;fkhf Muk;gpf;fpd;w xU Kd;itg;ig 
(presentation) cUthf;Ftjw;F ikf;Nuhnrhg;w; gtu;nghapd;upy; Mw;Wtjw;Fj; 
Njitahd nraw;ghLfspd; gl;baiy (list of actions)j; jahupf;Ff. Vw;fdNt pptx. 
Nfhg;nghd;iw vLNfhshff; fUJf.  (03 Gs;spfs;) 

(b) xU Gjpa Kd;itg;ig cUthf;Ffpd;wNghJ> ];iyl; kh];uuhy; Mw;wg;gLk; 
gzpapid tpsf;tpsf;tpsf;tpsf;fp mjd; ed;ikfisAk; Fwpg;gpLf.fp mjd; ed;ikfisAk; Fwpg;gpLf.fp mjd; ed;ikfisAk; Fwpg;gpLf.fp mjd; ed;ikfisAk; Fwpg;gpLf.   

ePq;fs; Ntiy nra;fpd;w fk;gdpia mwpKfg;gLj;Jtjw;fhf xU ikf;Nuhnrhg;w; 
gtu;nghapd;iu ePq;fs; cUthf;f Ntz;Lnkd;gij vLNfhshff; nfhs;f. (06 Gs;spfs;) 

    

(c) gtu;nghapd;iug; gad;gLj;jp Kd;itg;Gr; nra;Ak;NghJ> gltpy;iy gupkhWiffs; 
(Slide Transitions) kw;Wk; mirT+l;lk; (Animation) Mfpad ,U gaDs;s gz;Gf; 
$Wfshf (features) cs;sd. ,t;tpU gz;Gf; $WfisAk; NtWgLj;JfNtWgLj;JfNtWgLj;JfNtWgLj;Jf.  (06 Gs;spfs;) 

(nkhj;jk; 15 Gs;spfs;) 

                                                
 

 

AA1 guPl;irf;Fj; Njhw;wpa khztu;fspd; Mw;Wifia (performance)g; gFg;gha;T 

nra;tjw;F AAT rpwPyq;fh jpl;lkpLfpwJ. khztu;fspd; Gs;spfisg; gFg;gha;T nra;tjw; 

fhfg; gad;gLj;jg;gl;l gzpj;jhspd; (worksheet) ngau;g;G fPNo jug;gl;Ls;sJ: 

 A B C D E F  

1  ghlj;jpd; ngau;ghlj;jpd; ngau;ghlj;jpd; ngau;ghlj;jpd; ngau;   

2 Rl;nlz;Rl;nlz;Rl;nlz;Rl;nlz; FAB QMB EBA BLE nkhj;jg; Gs;spnkhj;jg; Gs;spnkhj;jg; Gs;spnkhj;jg; Gs;sp  

3 E1255 85 60 78 70   

4 E1258 90 50 67 0   

5 E1251 77 45 90 69   

6 E1267 55 0 45 59   

7 E1275 80 55 69 68   

8 E1280 79 60 75 57   

9 E1293 55 60 80 60   

10        

11 Mff;$ba Gs;sp       

12 Mff; Fiwe;j Gs;sp       

13 ruhrupg; Gs;sp       
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tpupjhs; xd;wpy; (spreadsheet) gad;gLj;jg;gLk; gzpfs; kw;Wk; tha;g;ghLfspd; (functions 

& formulas) mwpitg; gad;gLj;jp> 

(a) fyk; F3 apYs;s ehd;F ghlq;fSf;fhd nkhj;jg; Gs;spiaf; fzpg;gpLtjw;Fg; 
nghUj;jkhd xU gzpia ,dq;fhz;f. (Fwpg;G : ePq;fs; xU jdp gzpapidg; 
gad;gLj;j Ntz;Lk;).  (02 Gs;spfs;) 

  
(b) fyk; B11 ,y; gj;jpuk; FBA ,w;fhf milag;ngw;Ws;s Mff;$ba Gs;spiaf; 

fzpg;gpl nghUj;jkhd xU gzpia ,dq;fhz;f. (Fwpg;G : ePq;fs; xU jdp 
gzpiag; gad;gLj;j Ntz;Lk;).  (02 Gs;spfs;) 

  
(c) fyk; C12 ,y; gj;jpuk; QMB ,w;fhf ngw;Ws;s Mff;Fiwe;j Gs;spiaf; fzpg;gpl 

nghUj;jkhd xU gzpia ,dq;fhz;f. (Fwpg;G : ePq;fs; xU jdp gzpiag; 
gad;gLj;j Ntz;Lk;).  (02 Gs;spfs;) 

  

(d) fyk; D13 ,y; gj;jpuk; EBA ,w;fhf ngw;Ws;s ruhrup Gs;spiaf; fzpg;gpl 
nghUj;jkhdnjhU gzpia ,dq;fhz;f. (Fwpg;G : ePq;fs; xU jdp gzpiag; 
gad;gLj;j Ntz;Lk;).  (02 Gs;spfs;) 

 
(e) Rl;nlz; ,y. E1267 If; nfhz;l khztd; gj;jpuk; QMB ,w;F Njhw;whjpUf;f 

gpioahf mtUf;F G+r;rpak; Gs;sp jug;gl;Ls;sJ. fyk; C13 ,y; gj;jpuk; QMB 
,w;fhf ngw;Ws;s ruhrup Gs;spiaf; fzpg;gpl nghUj;jkhd gzpia ,dq;fhz;f. 
(Fwpg;G : ePq;fs; xU jdp gzpiag; gad;gLj;j Ntz;Lk;). (03 Gs;spfs;) 

 
(f) ngwg;gl;l nkhj;jg; Gs;spfspd; VWKf tupirapy; ,e;j Rl;nlz;fis xOq;F 

gLj;Jtjpy; rk;ge;jg;gl;Ls;s gbKiwfis ,dq;fhz;f. xt;nthU khztdpd; 
nkhj;jg; Gs;spia ePq;fs; Vw;fdNt ngw;Ws;sjhf vLNfhs; nfhs;syhk;. (04 Gs;spfs;) 

(nkhj;jk; 15 Gs;spfs;) 

                                

 

,yq;ifapy; xU fpisAld; cs;s xU ru;tNjr tq;fpahd Golden Sun Bank ,y; 
cq;fsJ epjprhu; KjyPl;Lg; gl;bay; Nfhg;gpid (portfolio) ePq;fs; Ngzp tUtjhf 
vLNfhs; nfhs;sTk;. tq;fpahdJ cq;fsJ vy;yh epjpfisAk; ePq;fs; milaf;$bajhd 
ngWtop (access) nfhz;lnjhU ru;tNjr tq;fpapay; jiythapiy (portal) cq;fSf;F 
toq;fpaJ. mjD}lhf ePq;fs; Vida tq;fpfSld; epjpa gupkhw;wq;fis (fund transfers) 

Mw;w KbAk;. tq;fpahdJ NkYk; xU ru;tNjr nry;YgbAila (internationally) fld; 
ml;iliaAk; cq;fSf;F toq;fpaJ.  

(a) ghuk;gupa tq;fpapay; trjpfSld; xg;gpl;L> ru;tNjr tq;fpapay; trjpfisg; 
gad;gLj;JtjpYs;s mD$yq;fs; %d;wpid (03)g; gl;bay;gLj;Jf. (03 Gs;spfs;)  

(b) mz;ikapy; Golden Sun Bank ,lkpUe;J> jkf;F fhg;Gj; jfu;g;G (security breach) 

Vw;gl;Ls;sjhy; cq;fsJ ,iza tq;fpapay; flTr;nrhy;iy khw;Wk;gb Nfhup 
kpd;dQ;ry; xd;W fpilf;fpd;wJ. ,f;nfhs;gzpia Mw;Wtjw;fhf> tiyg; 
gf;fnkhd;Wf;F kP,iz (hyperlink) nahd;iwAk; me;j kpd;dQ;ry; toq;FfpwJ.  

flTr;nrhy;iy khw;Wtjw;F ePq;fs; jPu;khdpg;gjw;F Kd;G ePq;fs; vLf;Fk; VNjDk; 
Kd;ndr;rupf;iffisf; fye;JiuahLf.fye;JiuahLf.fye;JiuahLf.fye;JiuahLf.  (06 Gs;spfs;) 
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(c) cq;fsJ fld; ml;iliag; gad;gLj;jp xU ru;tNjr Gj;jff; fsQ;rpaj;jpypUe;J 
Gj;jfnkhd;iwf; nfhs;tdT nra;Ak;NghJ> ePq;fs; toq;fj; Njitg;gLfpd;wJk; 
cq;fsJ fld; ml;ilf;F cupj;jhdJkhd juT cUg;gbfs; %d;wpid (03)f; 
Fwpg;gpLfFwpg;gpLfFwpg;gpLfFwpg;gpLf.  (03 Gs;spfs;) 

(d) ,izaj;jpD}lhf nghUl;fisf; nfhs;tdT nra;tjd; ed;ikfs; %d;wpid (03)f; 
Fwpg;gpLf.  (03 Gs;spfs;) 

 (nkhj;jk; 15 Gs;spfs;) 

 

 

 

 

jpU. N[hd; nrg];upad; jpU. N[hd; nrg];upad; jpU. N[hd; nrg];upad; jpU. N[hd; nrg];upad; (john@lankajintea.lk) vd;gtu; Lankajin Tea Exporters (Pvt) Ltd. ,d; 

fzf;fhsu; Mthu;. mtUf;F epA+nly;ypapYs;s Indian Tea Importers Co. tpd; nfhs;tdT 

mjpfhupahd jpU. tpuhl;rpq; jpU. tpuhl;rpq; jpU. tpuhl;rpq; jpU. tpuhl;rpq; (vsingh@indiatea.in) vd;gtUf;F kpd;dQ;ry; xd;iw (nra;jpia 

fPNo ghu;f;fTk;) mDg;g Ntz;bapUf;fpwJ.  

Lankajin Tea Exporters ,d; Kfhikg; gzpg;ghsuhd jpU. fkhy; ngNuuhjpU. fkhy; ngNuuhjpU. fkhy; ngNuuhjpU. fkhy; ngNuuh> ,e;j 

kpd;dQ;rypd; gpujpnahd;iw> Indian Tea Importers Co. apd; Kfhikg; gzpg;ghsuhd jpU. jpU. jpU. jpU. 

eNue;jpu Nfhgp eNue;jpu Nfhgp eNue;jpu Nfhgp eNue;jpu Nfhgp (ng@indiantea.in) f;F INVOICE20150201A.docx. vDk; Nfhg;Gld; mtuJ 

jftYf;fhf mDg;g Ntz;Lnkd gupe;Jiuj;Js;shu;. ,k;kpd;dQ;rypd; gpujpnahd;iw 

jkf;Fk; fpilf;Fk;gb nra;AkhW jpU. fkhy; ngNuuh jpU. fkhy; ngNuuh jpU. fkhy; ngNuuh jpU. fkhy; ngNuuh NkYk; mwpTWj;jpAs;shu;. Mdhy; 

mtuJ kpd;dQ;ry; Kftup (md@lankajintea.lk) mDg;Gdiuj; jtpu;e;j NtW vtUf;Fk; 

njupakhl;lhJ.  

jpU. N[hd; nrg];upadpd; jpU. N[hd; nrg];upadpd; jpU. N[hd; nrg];upadpd; jpU. N[hd; nrg];upadpd; tfpghfj;jpy; ePq;fs; gzpahw;w Ntz;bAs;sjhfTk; ePq;fs; 

Gjpa kpd;dQ;ry; nkd;nghUisg; gad;gLj;JtjhfTk; fUJNfhs; nfhs;sTk;.  

cq;fSf;F Nkyjpfkhf fPNoAs;s jfty;fSk; jug;gl;Ls;sd: 

(1) Lankajin Tea Exporters (Pvt) Ltd. ,d; Kftup: ,y. 100, jpkpgpupf];aha tPjp> nfhOk;G 
05,  ,yq;if. 
njhiyNgrp / njhiyefy; : +94-11-2339449  

(2) Indian Tea Importers Co. ,d; Kftup : ,y. 34, i` ];uPl;> epA+nly;yp> ,e;jpah.  
njhiyNgrp / njhiyefy; : +91-1029 2993 23 
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(a) ,yf;fk; 1 – 8 tiu milahskplg;gl;l ngl;bfSf;fhd nghUj;jkhd tplaj;ij 
(text) ,dq;fhz;fpwjd; %ykhf> NkNyAs;s jfty;fisj; njhlu;ghly; nra;tjw;F> 
kpd;dQ;ry;fs; mDg;Gjy; kPjhd cq;fsJ mwpitg; gpuNahfpf;Ff. cq;fsJ 
tpilAld; xt;nthU ngl;bapdJk; ,yf;fj;ijAk; cq;fsJ tpilg; Gj;jfj;jpy; 
vOJf. 

To: ----------------------- (1) --------------------------- 

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

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

Subject: ----------------------- (4) --------------------------- 

md;ghd jpU ----------------------- (5) --------------------------- 

 

,f;fbjk; 2015 ngg;Utup 1 Mk; jpfjpad;W cq;fsJ nfhs;tdTfspypUe;J 

ghf;fpahfTs;s t#y;gz;zg;glhj nfhLg;gdTfs; kPjhd tplak; gw;wpa 

vdJ 2015.03.17 kw;Wk; 2015.03.20 jpfjpaplg;gl;l ,uz;L kpd;dQ;ry;fs; 

njhlu;ghdJ. (njhlu;G tpiyg;gl;bay; ,y. 20150201A ,izf;fg;gl;Ls;sJ). 

vdJ ,t;tpuz;L kpd;dQ;ry;fSf;Fk; cq;fsplkpUe;J ve;j xU gjpYk; 

vdf;Ff; fpilf;ftpy;iy vd;gij ftiyAld; mwpaj;jUfpd;Nwd;. cq;fsJ 

ftdj;jpw;fhf %y tpiyg;gl;baiy (original invoice) ,j;Jld; kPs; 

,izg;G nra;fpNwd;. jaTnra;J vy;yh ghf;fpfisAk; 2015 khu;r; 31 Mk; 

jpfjpf;F Kd;du; fzf;Fj; jPu;f;Fk;gb Nfl;Lf; nfhs;fpd;Nwd;. ,ij nra;aj; 

jtWk; gl;rj;jpy; cq;fSldhd vq;fsJ xg;ge;jj;ij cldbahf 

KbTWj;jNtz;b (termination) Naw;gLk;. 

 

ed;wp> 

cq;fs; cz;ikAs;s> 

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

xg;gk; ----------------------- (7) --------------------------- 

,izg;G  ----------------------- (8) --------------------------- 

 (12 Gs;spfs;) 

(b) ghuk;gupa mQ;ry;fNshL xg;gpl;L> kpd;dQ;ry;fisg; gad;gLj;JtjpYs;s ed;ikfs; 
%d;wpid (03)f; Fwpg;gpLf.  (03 Gs;spfs;) 

 (nkhj;jk; 15 Gs;spfs;) 
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nrhy;Kiwtopg;gLj;jy; nkd;nghUnshd;iw (Word Processing Software)g; gad;gLj;jp 

jahupf;fg;gl;L mr;rplg;gl;lnjhU tpiyg;gl;bay; (Invoice) xd;iw fPo;tUk; gbkk; (image) 

fhl;rpg;gLj;JfpwJ. 
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mk;Gf;Fwpfshy; milahsk; fhl;lg;gl;l (a) ,ypUe;J (g) tiuahd nfhs;gzpfis 

G+uzg;gLj;jpl ePq;fs; gad;gLj;Jk; nrhy;Kiw topg;gLj;jy; gz;Gf;$Wfis (word 

processing features) tpsf;Ff. vOj;J msT (font size) my;yJ vOj;JU Kfk;  (font face) 

khw;wq;fis ePq;fs; Fwpg;gplj; Njitapy;iy.  

cq;fSila nkd;nghUshf ePq;fs; ikf;Nuhnrhg;w; Ig; gad;gLj;Jfpwjhf fUjpf; 
nfhs;sTk;. ,f;nfhs;gzpf;fhf ePq;fs; gad;gLj;j fzpdpapd; td;tl;bd; kPJ xU NjePu;f; 

Nfhg;ig gbkf; Nfhg;G (a tea cup image file) mq;F cs;sjhff; fUjpf; nfhs;f.  

cjhuzk; cjhuzk; cjhuzk; cjhuzk; :  

Mtzj;jpd; kPJ NjePu; Nfhg;ig tiutpaiy (graphic) ngWtjw;F> (gbkj;jpy; “a” 

milahskpl;l mk;Gf;F njhlu;GgLj;Jf.): 

Insert -> Picture vd;gijg; gad;gLj;jp td;tl;L kPJ NjePu;f; Nfhg;ig gbkj;ij vd;gijg; gad;gLj;jp td;tl;L kPJ NjePu;f; Nfhg;ig gbkj;ij vd;gijg; gad;gLj;jp td;tl;L kPJ NjePu;f; Nfhg;ig gbkj;ij vd;gijg; gad;gLj;jp td;tl;L kPJ NjePu;f; Nfhg;ig gbkj;ij 
nrUfTk; nrUfTk; nrUfTk; nrUfTk; (insert). cUtpYs;sthW vOj;Jf;fspd; Nky;cUtpYs;sthW vOj;Jf;fspd; Nky;cUtpYs;sthW vOj;Jf;fspd; Nky;cUtpYs;sthW vOj;Jf;fspd; Nky;    gbkj;ij epiyg;gLj;Jf gbkj;ij epiyg;gLj;Jf gbkj;ij epiyg;gLj;Jf gbkj;ij epiyg;gLj;Jf 
(position).  

 

 

(a) jpiuapd; kPJ epiyg;gLj;jg;gl;Ls;sthW (as positioned) “To” kw;Wk; “Ship To” 

Nygy;fisg; ngWtjw;F (gbkj;jpd; “b” milahskplg;gl;l mk;Gf;Fwpf;F njhlu;G 
gLj;Jf).  (02 Gs;spfs;)  

(b) Mtzj;jpd; tyJif gf;fj;jpd; kPJ tpiyg;gl;bay; ,yf;fk; kw;Wk; jpfjpiag; 
ngWtjw;F (gbkj;jpy; “c” vd milahskplg;gl;l mk;Gf;Fwpf;F njhlu;GgLj;Jf). 

         (02 Gs;spfs;)  

(c) kw;w vOj;Jf;fspd;    fPo; Mtzj;jpd; kPJ jug;gl;Ls;sthW Njhd;Wk; “CONFIDENTIAL” 

/,ufrpakhdJ vd;Dk; nrhy;iy cUthf;Ftjw;F (gbkj;jpy; “d” vd 
milahskplg;gl;l mk;Gf;Fwpf;F njhlu;GgLj;Jf.).  (02 Gs;spfs;)  

(d) QUANTITY, DESCRIPTION, UNIT PRICE kw;Wk; TOTAL Mfpa ngl;bailf;fg;gl;l 
gpuNjrj;ijg; ngWtjw;F (gbkj;jpy; “e” vd milahskplg;gl;l mk;Gf;Fwpf;F 
njhlu;GgLj;Jf).  (02 Gs;spfs;)  

(e) nfhLg;gdT mwpTWj;jy;fis (Payment Instructions) epiyf;Fj;jhf Njhd;WkhW 
ngWtjw;F (gbkj;jpy; “f” vd milahskplg;gl;l mk;Gf;Fwpf;F njhlu;GgLj;Jf). 

 (02 Gs;spfs;) 

(f) ,yj;jpudpay; ,lkhw;wj;jpw;F (Electronic Transfer) NkNyAk;> gpwFk; Njhd;Wk; “
1
” 

vDk; vOj;ijg; ngWtjw;Fk; gf;fj;jpd; mbapy; ,izf;fg;gl;lnjhU vOj;ijf; 
nfhz;L nry;tjw;Fk; (gbkj;jpy; “g” vd milahskplg;gl;l mk;Gf;Fwpf;F 
njhlu;GgLj;Jf). 

 (03 Gs;spfs;) 

(g) nfhLg;gdT mwpTWj;jy;fis Kidg;GWj;Jfpd;w (highlights) rhk;gy; epwg; 
ngl;bnahd;iwg; ngWtjw;F (gbtj;jpy; “h” vd milahskplg;gl;l mk;Gf;Fwpf;F 
njhlu;GgLj;Jf). (02 Gs;spfs;) 

 (nkhj;jk; 15 Gs;spfs;) 

 
 

gFjp B Kbe;jJ 


