
 

KOg; gjpg;GupikAilaJ  

 

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

  jpwikjpwikjpwikjpwik (jpwd;fs;jpwd;fs;jpwd;fs;jpwd;fs;) fg;];Nuhd;fg;];Nuhd;fg;];Nuhd;fg;];Nuhd; - 2019 rdtuprdtuprdtuprdtup    

(SS2)  jfty; njhopjfty; njhopjfty; njhopjfty; njhopy;Ey;Ey;Ey;El;gtpay; l;gtpay; l;gtpay; l;gtpay; jpwd;fs;jpwd;fs;jpwd;fs;jpwd;fs;    
(Information Technology 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) mDkjpf;fg;gl;l Neuk; mDkjpf;fg;gl;l Neuk; mDkjpf;fg;gl;l Neuk; mDkjpf;fg;gl;l Neuk; : thrpj;jy; -  15 epkplq;fs; 

                      vOJjy; -  03 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 rfy tpdhf;fSk; fl;lhakhdit 40 

B 
MW tpdhf;fspy; ehd;fpw;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) toq;fg;gl;Ls;s    tpilg; Gj;jfj;jpy; tpilg; Gj;jfj;jpy; tpilg; Gj;jfj;jpy; tpilg; Gj;jfj;jpy; ePq;fs; tpz;zg;gpj;j    nkhop %yj;jpNyNa tpilfs; nkhop %yj;jpNyNa tpilfs; nkhop %yj;jpNyNa tpilfs; nkhop %yj;jpNyNa tpilfs; 
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;) 

                                                

,y. 1.1 njhlf;fk; 1.10 tiuahd tpdhf;fSf;Fg; kpfg; nghUj;jkhd tpiliaj; njupT nra;f. 

njupTnra;ag;gl;l tpilapd; ,yf;fj;ij mjw;Fupa tpdh ,yf;fj;Jld; ckJ tpilg; Gj;jfj;jpy; 

vOJf. 

1.1  “Queries”, “Reports”, “Forms” vd;Dk; mk;rq;fis gpd;tUtdtw;Ws; ve;j tifg; gpuNahf 

nkd;nghUspy; (Application software) fhzyhk;?  

 (1)  Word Processor   (2)  Presentation Manager  

 (3)  Database Management System (4)  Spreadsheet Software 

 

1.2  Nfhg;G ePl;rpahd DOCX vd;gJ gpd;tUtdtw;Ws; ve;j tifg; gpuNahf nkd;nghUSld; 

njhlu;GilaJ?  

 (1)  Word Processor.    (2)  Presentation Manager.   

 (3)  Database Management System. (4)  Spreadsheet Software. 

Question  01 

gf;fq;fs;   :  07 

tpdhf;fs;   :  07  

2019-02-02 
gpw;gfy;  

[1.45 – 5.00]  
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1.3  fzf;F epiwNtw;Weu; xUtu; nfhLg;gdTj; jpfjpfisf; nfhz;l ml;ltiznahd;Wld; 

njhlu;Gila fhRg; gha;Tfspd; njhlu; xd;iwf; itj;jpUf;fpwhu;. njhlu;Gila jpfjpfs; 

fhyKiwg;gb (periodic) ,y;yhjpUg;gpd;> ,e;jf; fhRg; gha;T ml;ltizapd; cs;sfj; 

jpUk;gy; tPjj;ijf; (internal rate of return) fzpg;gjw;F mtu; gpd;tUk; ikf;Nuhnrhg;w; 

vf;nry; (Microsoft Excel) gzpf;$Wfspy; vjidg; gad;gLj;j KbAk;?   

 (1)  IRR (2)  XIRR (3)  PMT (4)  PPMT 

 

1.4  tyg; gf;fj;jpy; fhl;lg;gl;Ls;s glkhdJ gj;jpupiffs; kw;Wk; tpsk;guj; Jz;Lg; 

gpuRuq;fspy; fhzg;gLfpd;w gpurpj;jkhd Xu; FwpaPL MFk;. gpd;tUtdtw;wpy; 

,e;jf; FwpaPl;bidf; Fwpg;gpLtjw;Fg; gad;gLj;jf;$ba gjk; vJ? 

(1)   MICR Code (2)  QR Code (3)  Binary Code (4)  RFID 

 

1.5  fzf;F epiwNtw;Weu; xUtu; xt;nthU tpy;iyapYk; (slide) Fwpg;Gfs; cs;splg;gl;l 

ikf;Nuhnrhg;w; gtu;nghapd;l; Kd;itg;G (PowerPoint presentation) xd;wpidj; 

jahupj;Js;shu;. mtu; kbf;fzpdp (laptop) xd;iwAk; gy;Y}lf vwpfUtp (multimedia 

projector) xd;iwAk; gad;gLj;jp Kd;itg;gpidr; nra;Ak;NghJ Fwpg;Gfisg; ghu;itapl 
Ntz;b Vw;gbd;> gtu;nghapd;bYs;s gpd;tUk; ve;j mk;rk; mtUf;F gpuNahrdKilajhf 
,Uf;Fk;?  

 

 (1) Rehearse Timings.   (2) Read Narration.  

 (3) Present Online.   (4) Presenter View. 

1.6  gpd;tUtdtw;Ws; jw;NghJ gad;gLj;jg;gLfpd;w gpurpj;jkhd ERP nkd;nghUs; vJ? 

(1)  Microsoft Project.   (2)  Microsoft Access.   

(3)  SAP.    (4)  Office 365. 

1.7  gpd;tUtdtw;Ws; Cut, Copy, Paste Mfpatw;Wf;fhf ikf;Nuhnrhg;w; Ntl; (Microsoft Word) 

,y; gad;gLj;jg;glhjgad;gLj;jg;glhjgad;gLj;jg;glhjgad;gLj;jg;glhj FWf;fk; (shortcut) vJ?   

 (1)  CTRL + C.  (2)  CTRL + V. (3)  CTRL + X.  (4)  CTRL + Z. 

1.8  gpd;tUtdtw;Ws; ,yq;ifiag; gpujpepjpj;Jtg;gLj;Jk; ,izaj;jsq;fSf;fhd Nky; kl;l 

fsj;jpidg; (Top Level Domain) gpupjpepjpj;Jtk; nra;tJ vJ?   

(1)  .lk (2)  .lanka (3)  .sri (4)  .srilanka
 

 

 

1.9  ,yq;if thbf;ifahsu; xUtUf;F> ,yq;if tu;j;jf tq;fp xd;wpypUe;J ntspehl;bYs;s 

tu;j;jf tq;fpnahd;Wf;F gzj;jpid khw;Wtjw;fhd Njit Vw;gLk;NghJ> gpd;tUtdtw;Ws; 

ve;jr; Nritapidg; gad;gLj;j KbAk;?   

(1)  Common Electronic Fund Transfer Switch (CEFTS)  

(2)  Society for Worldwide Interbank Financial Telecommunication (SWIFT) 

(3)   Traveler’s Cheques  

(4)   Credit Cards 
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1.10  “BitCoin” vd;gJ gpd;tUtdtw;Ws; vjidf; Fwpg;gpLtjw;fhfg; gad;gLj;jg;gLk; ngauhFk;? 

(1)  ,yq;ifapYs;s tq;fpfSf;fpilapy; ,yj;jpudpay;uPjpahf gzj;jpid khw;Wtjw;fhd 

xU Kiw 

(2)  xd;iyd; ,izaj;jsq;fspy; gpuj;jpNafkhf gad;gLj;jg;gLk; xU fld; ml;il 

(3)  ikf;Nuhnrhg;w; vf;nry; ,y; ehzaq;fisf; fsQ;rpag;gLj;j (store currencies) 

gad;gLj;jg;gLk; xU juT tbtk; (data format) 

(4)  ,izaj;jpy; gad;gLj;jg;gLk; xU ,yj;jpudpay; (b[ply;) ehzak; (currency) 

,y. 1.11 njhlf;fk; 1.16 tiuahd tpdhf;fspYs;s ntw;wplq;fis epug;Gtjw;F milg;Gf; Fwpf;Fs; 

jug;gl;Ls;s nrhw;fspypUe;J nghUj;jkhd nrhy;iyj; njupTnra;f. njupT nra;ag;gl;l nrhy;iy> 

tpdh ,yf;fj;Jld; ckJ tpilg;Gj;jfj;jpy; vOJf: 

1.11  ikf;Nuhnrhg;;w; vf;nry; MdJ Kd;dNu tiuaWf;fg;gl;l Nehf;fq;fSf;fhd fzpg;gPLfis 

ngWtjw;fhf gadu;fs; nraw;gLj;jf;$ba cs;sikthd (in-built) …………………….. 

(gzpf;$Wfis [Functions] / #j;jpuq;fis [Formulas]) nfhz;bUf;fpwJ.   

1.12  ikf;Nuhnrhg;w; vf;nry; ,y;> Ntiyj;jhs; Ez;ziwfs; …………………….. (ROW + COLUMN / 

COLUMN + ROW) xOq;ifg; (order) gad;gLj;jp ,dq;fhzg;gLfpd;wd.   

1.13  njhlu;GW (relational) juTj;js Kfhik Kiwiknahd;wpy;> xU juTj;jskhdJ xd;W 

my;yJ mjw;F Nkw;gl;l …………………….. (Tables / Files) If; nfhz;bUf;fpwJ.    

1.14  ikf;Nuhnrhg;w; Ntl; ,y; kPs; nraw;ghLfs; (repeat actions) Njitg;gLkhapd;> 

…………………….. (Voice Recognition / Macros) ,idg; gad;gLj;jp mwpTWj;jiy ehq;fs; 

gjpTnra;a KbAk;.   

1.15  ikf;Nuhnrhg;w; mf;]]; (MS Access) ,y;> tpdty;fis (Queries) …………………….. (SQL / 

HTML) ,idg; gad;gLj;jp vOj KbAk;.  

1.16 ,izaj;jsg; gf;fq;fis mZFk;NghJ> newpKiw (protocol) ………… (HTTP / VOIP) 

ngUk;ghYk; gad;gLj;jg;gLfpd;wJ.  

,y. 1.17 njhlf;fk; 1.20 tiuahd gpd;tUk; xt;nthU $w;Wk; rupahdjh rupahdjh rupahdjh rupahdjh my;yJ jtwhdjhjtwhdjhjtwhdjhjtwhdjh 

vd;gijf; Fwpg;gpLf. njupTnra;ag;gl;l tpilia (rupahdJ / jtwhdJ) ckJ tpilg;Gj;jfj;jpy; 

tpdh ,yf;fj;ijf; Fwpg;gpl;L mjd; vjpNu vOJf. 

1.17  xU kpd;dQ;ry; (email) Kftup ,uz;L “@” FwpaPLfisf; nfhz;bUf;f KbAk;.   

1.18  jfty; ghJfhg;Gf; fl;Lg;ghLfis ngsjpff; fl;Lg;ghLfs;> njhopy;El;gf; fl;Lg;ghLfs;> 

epUthff; fl;Lg;ghLfs; vd tifg;gLj;j KbAk;. 

1.19  fzpdpapy; gtu;nghapd;l; (PowerPoint) epWtg;gl;bUg;gpd; tpz;Nlh]; vf;];GNshuiu 

(Windows Explorer) ,ul;ilr; nrhLf;F (double clicked) nra;Ak;NghJ gtu;nghapd;l; 

Kd;itg;Gf; Nfhg;ghdJ jd;dpaf;fkhf ,aq;Fk;.   

1.20  ePq;fs; gad;gLj;jpa nry;yplj; njhiyNgrpia tpw;gid nra;tjw;F Kd;> mjpy; 

Nrkpf;fg;gl;bUf;Fk; jdpg;gl;l juTfis mfw;Wtjw;fhf njhiyNgrpia factory reset 

nra;tjw;F mwpTWj;jg;gLfpwJ.    

  (xt;nthd;Wf;Fk; 02 Gs;spfs; tPjk;> nkhj;jk; 40 Gs;spfs;)  

gFjp A KbT 



4 | P a g e  

 

gFjpgFjpgFjpgFjp B 
VjhtJ ehd;F (04) tpdhf;fSf;F khj;jpuk; tpil vOJf. 

(nkhj;jk; 60 Gs;spfs;) 

                                              
njhopy;rhu; fy;tp epWtfk; xd;wpd; juTj;jsj;jpYs;s khztu; tpguq;fisf; nfhz;l ml;ltiz 

xd;wpd; gpupj;njLg;G fPNo fhl;lg;gl;Ls;sJ: 

khztu; khztu; khztu; khztu;     
,yf;fk;,yf;fk;,yf;fk;,yf;fk; 

FLk;gg; FLk;gg; FLk;gg; FLk;gg;     
ngau;ngau;ngau;ngau; 

Kjw; Kjw; Kjw; Kjw; 
ngau;ngau;ngau;ngau;    

Nj.m.m.,y.Nj.m.m.,y.Nj.m.m.,y.Nj.m.m.,y. 
gjpTj; gjpTj; gjpTj; gjpTj; 
jpfjpjpfjpjpfjpjpfjp 

rpj;jpailrpj;jpailrpj;jpailrpj;jpail
e;j e;j e;j e;j 

guPl;ir guPl;ir guPl;ir guPl;ir 
kl;lq;fs;kl;lq;fs;kl;lq;fs;kl;lq;fs; 

cupa jpfjpf;Fr; cupa jpfjpf;Fr; cupa jpfjpf;Fr; cupa jpfjpf;Fr; 
nrYj;jg;gl;l nrYj;jg;gl;l nrYj;jg;gl;l nrYj;jg;gl;l 
gjpTgjpTgjpTgjpT> > > > kw;Wk; kw;Wk; kw;Wk; kw;Wk; 
GJg;gpg;Gf; GJg;gpg;Gf; GJg;gpg;Gf; GJg;gpg;Gf; 

fl;lzq;fs; (&.)fl;lzq;fs; (&.)fl;lzq;fs; (&.)fl;lzq;fs; (&.) 

khtl;lk;khtl;lk;khtl;lk;khtl;lk; 

nraw;ghl;Lnraw;ghl;Lnraw;ghl;Lnraw;ghl;L    
(Active)    
epiyapy; epiyapy; epiyapy; epiyapy; 
cs;sduh cs;sduh cs;sduh cs;sduh 
vd;gJvd;gJvd;gJvd;gJ 

1001 mkurpwp rrpupfh 931401235V 2018-05-10 1 2,000.00 nfhOk;G Mk; 

1002 gpd;rpwp radp 858152400V 2017-06-01 3 7,000.00 fz;b Mk; 

1003 Njtehafk; jpU 920510400V 2017-05-01 1 6,000.00 aho;g;ghzk; Mk; 

1004 nry;Nte;jpud; nry;tp 918210450V 2017-08-01 2 2,000.00 Etnuypah ,y;iy 

1005 rpy;th lhkpad; 902371588V 2017-06-01 2 3,000.00 fhyp ,y;iy 

1006 tpN[rpwp Fkhu 931812566V 2016-06-01 2 9,000.00 khj;jiw Mk; 

1007 rhfpu; `];dp 933551789V 2017-06-01 1 6,000.00 nfhOk;G Mk; 

1008 mgaghy rkd; 900540370V 2017-09-01 1 5,000.00 jpUNfhzkiy Mk; 
 

Fwpg;Gfs;Fwpg;Gfs;Fwpg;Gfs;Fwpg;Gfs;:  

• guPl;ir kl;lq;fs; 1, 2, my;yJ 3 Mf ,Uf;fyhk;. 

• nraw;ghl;L epiyapYs;s khztu;fs; cupa jpfjpf;Fr; nrYj;jg;gl;l gjpT kw;Wk; 

GJg;gpg;Gf; fl;lz epYitfisf; (no dues) nfhz;bUf;ftpy;iy.  

NkNy fpilf;fg;ngw;w juTfis khj;jpuk; fUj;jpw;nfhz;L> gpd;tUk; tpdhf;fSf;F tpil 

mspf;Ff. 
 

(a) gpd;tUk; Gyq;fs; (fields) xt;nthd;wpw;Fk; kpfg; nghUj;jkhd juT tifapid (data type) 

milahsk; fhz;fmilahsk; fhz;fmilahsk; fhz;fmilahsk; fhz;f:  

Gyj;jpd; ngau;Gyj;jpd; ngau;Gyj;jpd; ngau;Gyj;jpd; ngau; juT tifjuT tifjuT tifjuT tif 

khztu; ,yf;fk;  

FLk;gg; ngau;  

Nj.m.m. ,yf;fk;  

gjpTj; jpfjp  

rpj;jpaile;j guPl;ir kl;lq;fs;  
cupa jpfjpf;Fr; nrYj;jg;gl;l gjpT kw;Wk; 
GJg;gpg;Gf; fl;lzq;fs; 

 

khtl;lk;  

nraw;ghl;L epiyapy; cs;sduh vd;gJ  

(08 Gs;spfs;) 

(b) NkYs;s Gyq;fspypUe;J lookup fields Mf vq;fshy; gad;gLj;jf;$ba nghUj;jkhd Gyk; 
xd;iw milahsk; fhz;f. milahsk; fhz;f. milahsk; fhz;f. milahsk; fhz;f.  (02 Gs;spfs;) 

(c) epWtfkhdJ nraw;ghl;L epiyapy; ,y;yhj khztu;fshy; nrYj;jg;gl;l nkhj;jg; gjpTf; 
fl;lzq;fis khtl;l uPjpahff; fzpg;gjw;F tpUk;gpaJ. ikf;Nuhnrhg;w; mf;]]; Ig; 
gad;gLj;jp ,j;jfty;fis vt;thW ngw;Wf;nfhs;s KbAk; vd;gij tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.  

(,e;jf; fzpg;gPl;bw;Fj; Njitahd gpuj;jpNahfkhd Gyq;fis cq;fsJ tpil 
milahsq;fhz Ntz;Lk; vd;gJld; mtw;iw mikg;gjw;Fj; Njitahd epge;jidfs; / 

mikg;GfisAk; milahsq; fhZjy; Ntz;Lk;)  (05 Gs;spfs;) 
(nkhj;jk; 15 Gs;spfs;) 

tpdhtpdhtpdhtpdh  02 
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ikf;Nuhnrhg;w; vf;nry; (Microsoft Excel) ,Ys;s gpd;tUk; gzpf;$Wfshy; Mw;wg;gLk; gzpfis 

tpgupf;Fftpgupf;Fftpgupf;Fftpgupf;Ff: 

(a) NOW  

(b) PV 

(c) AND 

(d) HYPERLINK 

(e) NPV  (xt;nthd;wpw;Fk; 03 Gs;spfs; tPjk;> nkhj;jk; 15 Gs;spfs;) 

 

 

 

 

 

(a) kpd;dQ;rypy; (e-mail) fhzg;gLfpd;w gpd;tUk; mk;rq;fs; %yk; Mw;wg;gLfpd;w gzpfis 

tpgupf;Fftpgupf;Fftpgupf;Fftpgupf;Ff: 

(i) Forward 

(ii) Signature 

(iii) Spam Folder / Spam Mail (06 Gs;spfs;) 

(b) kpd;dQ;ry;    xd;iw mDg;Gg;NghJ fhzg;glf;$ba gpd;tUk; mk;rq;fSf;fpilNaahd 

NtWghLfisf; Fwpg;gpLfFwpg;gpLfFwpg;gpLfFwpg;gpLf: 

(i) CC  vs  BCC 

(ii) Reply  vs  Reply to All (06 Gs;spfs;) 

(c) “kpd;dQ;ry; xd;iw mDg;Gk;NghJ> ve;j tifahd xU Nfhg;igAk; ve;j mstpyhd xU 

Nfhg;igAk; vq;fshy; ,izj;J mDg;g KbAk;”.  

ePq;fs;    ,e;jf; $w;Wld; ,zq;FfpwPu;fsh> cq;fs; tpilia epahag;gLj;Jf.   (03 Gs;spfs;) 
 (nkhj;jk; 15 Gs;spfs;) 

 

  
 

(a) tpahghu epWtdnkhd;W ,zaj;ijg; (internet) gad;gLj;Jtjhy; Vw;glf;$ba ed;ikfs; 

s;%d;wpid (03) tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.  (06 Gs;spfs;) 

(b) ghuk;gupa tq;fp eltbf;iffis tpl ,izak; my;yJ nkhigy; tq;fpr; Nritfisg; 

(mobile banking) gad;gLj;Jtjd; mD$yq;fs; %d;wpidf; (03) Fwpg;gpLf.Fwpg;gpLf.Fwpg;gpLf.Fwpg;gpLf. (03 Gs;spfs;) 

(c) cq;fSila ez;gu; mtUila ,iza tq;fpr; Nritapd; flTr;nrhy;iy kwe;Jtpl;lhu;.  

cq;fsJ ez;gu; mtuJ fzf;if kPsTk; mZFtjw;F trjpnra;AKfkhf ,yq;ifapYs;s 

tu;j;jf tq;fpfshy; jw;NghJ gpd;gw;wg;gLfpd;w eilKiwfs; ,uz;bidf; (02) $Wf.$Wf.$Wf.$Wf. 

  (03 Gs;spfs;) 

(d) epWtd tsj;    jpl;lkply; (ERP) nkd;nghUspd; Clhf epWtdnkhd;W ngw;Wf;nfhs;sf;$ba 

kjpg;Gr; Nru;j;jy;fs; (value additions) %d;wpidf; (03) Fwpg;gpLf.Fwpg;gpLf.Fwpg;gpLf.Fwpg;gpLf.     (03 Gs;spfs;) 

   (nkhj;jk; 15 Gs;spfs;) 

tpdhtpdhtpdhtpdh  03 

tpdhtpdhtpdhtpdh  04 

tpdhtpdhtpdhtpdh  05 
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(a) ikf;Nuhnrhg;w; Ntl; ,Ys;s gpd;tUk; mk;rq;fshy; Mw;wg;gLfpd;w gzpfis tpgupf;Fftpgupf;Fftpgupf;Fftpgupf;Ff:  

(i) Page Orientation 

(ii) Format Painter 

(iii) Show / Hide 

(iv) AutoText 

(v) Print Preview  (xt;nthd;wpw;Fk; 02 Gs;spfs; tPjk;> nkhj;jk; 10 Gs;spfs;) 

(b) nkapy; Nk[; (Mail merge) vd;gJ ikf;Nuhnrhg;w; Ntl; ,Ys;s kpfg; gpuNahrdkhd 
mk;rq;fspy; xd;whFk;. ,J vg;nghOJ gpuNahrdkhdjhf ,Uf;fpwJ vd;gij 
tpsf;FtJldtpsf;FtJldtpsf;FtJldtpsf;FtJld;> nkapy; Nk[; nrad;Kiwnahd;iwg; G+u;j;jp nra;tjw;Fj; Njitahd 

gbKiwfisAk; gl;baw;gLj;Jf.gl;baw;gLj;Jf.gl;baw;gLj;Jf.gl;baw;gLj;Jf.   (05 Gs;spfs;) 

  (nkhj;jk; 15 Gs;spfs;) 

 

 

Gfo;ngw;w gy;nghUs; mq;fhb xd;wpd; tUlhe;j mwpf;ifia Kd;itg;Gr; nra;tjw;fhf 

khztd; xUtd; Kd;itg;nghd;wpid (presentation) cUthf;fpAs;shd;. fPNo 1 njhlf;fk; 6 

tiu ,yf;fkplg;gl;Ls;s tpy;iyfs; (slides) me;j Kd;itg;gpypUe;J gpupj;njLf;fg;gl;lit MFk;.   
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ePq;fs; gtu;nghapd;l; 2016 ,idg; gad;gLj;jp me;j MW tpy;iyfisAk; kPs 

cUthf;f Ntz;bAs;sjhff; fUJf. fPNo (a) njhlf;fk; (g) tiu ,dq;fhzg;gl;l 

gzpfisg; G+u;j;jp nra;tjw;F ePq;fs; gad;gLj;jf;$ba mk;rq;fis (features) 

tpgupf;Ff. tpgupf;Ff. tpgupf;Ff. tpgupf;Ff. tyJ gf;fj;jpy; fhl;lg;gl;Ls;s glj;jpd; (js;Stz;b FwpaPL) 

Nfhg;ghhdJ ,e;jg; gzpf;fhf ePq;fs; gad;gLj;Jfpd;w fzpdpapd; td; jl;by; 

(hard disk) Nrkpf;fg;gl;Ls;sJ vdTk; MW ntWikahd tpy;iyfisf; (blank slides) nfhz;l 

gtu;nghapd;l; tpy;iyf; fhl;rpnahd;Wk; (Power point slideshow) cq;fSf;F cs;sJ vdTk; 

fUjpf;nfhs;f:  

(ePq;fs; vOj;JUtpd; msT> epwk; my;yJ vOj;JU Kfg;G khw;wq;fs; Mfpatw;iwf; Fwpg;gpl 

Ntz;bajpy;iyNtz;bajpy;iyNtz;bajpy;iyNtz;bajpy;iy). 

(a) tUlhe;j mwpf;ifapd; (Annual Report 2018) jiyg;G tpy;iyapy; fhl;lg;gl;Ls;sthW 

js;Stz;b FwpaPl;ilr; Nru;j;jy; (02 Gs;spfs;) 

(b) Kd;itg;G eilngw;Wf;nfhz;bUf;Fk; Ntisapy;> Kd;itg;Gr; nra;gtu; tpy;iy 1 ,Ys;s 

js;Stz;b FwpaPl;bd;kPJ nrhLf;Fk;NghJ Kd;itg;ghdJ tpy;iy 6 ,w;F Neubahf 

nry;tij cWjpg;gLj;jy;     (03 Gs;spfs;) 

(c) fsQ;rpa miktplq;fs; fhl;lg;gl;Ls;s tpy;iyapy; (Store Locations slide) ,lq;fis 

epuw;gLj;Jtjw;fhf jd;dpaf;fkhfj; (automatically) Njhd;Wk; tifapy; glj;jpYs;sthW 

js;Stz;b FwpaPLfisr; Nru;j;jy;. tpy;iy 2 ,Ys;s ciu (text) tpy;iyapy; Vw;fdNt 

fhzg;gLtjhf ePq;fs; fUjpf;nfhs;syhk;.  (02 Gs;spfs;) 

  

(d) tUkhd tpy;iyapy; (Revenue 2018 slide) fhl;rpaspg;gijg; Nghd;W tUkhdj; jfty;fisr; 

Nru;j;jy;   

(Fwpg;G : rk;ge;jg;gl;l juTfs; ikf;Nuhnrhg;w; vf;nry; Ntiyg; Gj;jfj;jpy; (MS Excel 

Workbook) ,Ug;gjhff; fUjpf;nfhs;syhk;)  (02 Gs;spfs;) 

  

(e) tpy;iy 4 ,y; fhl;rpaspg;ijg; Nghd;W tiuglnkhd;iwf; (chart) fhl;rpg;gLj;jy;  

(Fwpg;G : rk;ge;jg;gl;l juTfs; Kd;ida cg tpdh (d) ,y; gad;gLj;jpa mNj 

ikf;Nuhnrhg;w; vf;nry; Ntiyg;Gj;jfj;jpy; ,Ug;gjhff; fUjpf;nfhs;syhk;.)  

 (02 Gs;spfs;) 

(f) tpy;iy 5 ,y; fhl;rpaspg;ijg; Nghd;W tiuglnkhd;iwf; fhl;rpg;gLj;jy;   

(Fwpg;G : rk;ge;jg;gl;l juTfs; ikf;Nuhnrhg;w; Ntl; (MS Word) Mtznkhd;wpy; ,Ug;gjhff; 

fUjpf;nfhs;syhk;.)  (02 Gs;spfs;) 

(g) tpy;iy 6 ,d; jiyg;ghfTs;s “Short Term Plans” vd;Dk; ciuiaf; fhl;rpg;gLj;jy;   

 (02 Gs;spfs;) 

 (nkhj;jk; 15 Gs;spfs;) 

gFjp B KbT 


