
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 A+iyA+iyA+iyA+iy    

(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; tpdhj;jhs; tpdhj;jhs; tpdhj;jhs; fl;likg;Gk; Gs;spfs; xJf;fPLk; fl;likg;Gk; Gs;spfs; xJf;fPLk; fl;likg;Gk; Gs;spfs; xJf;fPLk; 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  1 mnkupf;f nlhyUf;Fupa ,yq;if &ghapidf; fzpg;gpLtjw;F ehshe;j ehzag; gupkhw;W 

tPjj;ij (Exchange Rate) fsQ;rpag;gLj;Jtjw;fhd Gyk; (field) xd;iw cUthf;Fk; 

Ntisapy; MS Access ,Ys;s gpd;tUk; ve;jj; juT tif kpfg; nghUj;jkhdjhf ,Uf;Fk;?   

 (1)  Short Text (2)  Long Text (3)  Currency (4)  AutoNumber 

 
 

1.2  Nfhg;G ePl;rpahd (file extension) XLSM vd;gJ gpd;tUk; ve;j tifg; gpuNahf 

nkd;nghUSld; njhlu;GilajhFk;?  

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

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

tpdhtpdhtpdhtpdh  01 

gf;fq;fs;   :  07 

tpdhf;fs;   :  07  

2019-07-27 
gpw;gfy;  

[1.45 – 5.00]  
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1.3  gpd;tUtdtw;Ws; PowerPoint Presentations cld; njhlu;Gila Nfhg;G ePl;rp vJ? 

 (1)  PDF (2)  PPTX (3)  PNG (4)  DOC 

 

1.4  gadu; ngau; (user name) kw;Wk; flTr;nrhy; (password) Mfpatw;iwg; gad;gLj;jp 

epfo;epiy (online) Kiwik xd;wpidj; jpwg;gjw;fhd Njit Vw;gLk;NghJ> cq;fSila 

njhiyNgrpf;F FWe;jfty; (SMS) Clhf FwpaPnlhd;W Nkyjpfkhf cq;fSf;F 

mDg;gg;gLk;. ,e;jf; FwpaPl;bid ePq;fs; epfo;epiyapy; cs;spLk;NghJ cupa Kiwikiaj; 

jpwg;gjw;F cq;fSf;F mDkjpaspf;fg;gLfpwJ. ,j;jifa ghJfhg;G Kiw vt;thW 

miof;fg;gLfpd;wJ? 

(1)   Encryption   (2)  Multi Factor Authentication  

(3)   Biometric Authentication (4)  Passphrase Authentication 

 

1.5  gpd;tUtdtw;Ws; gadu;fSf;fhd (thbf;ifahsu;fs;) nka;epfu; jdpahu; tiyaikg;G 

(VPN) xd;wpd; xU ed;ikahf miktJ vJ?   

 

 (1) ,J gy;NtW fhuzq;fSf;fhf jilnra;ag;gl;bUf;ff;$ba ,izaj;jsq;fis 

thbf;ifahsu; ghu;itapl top nra;fpd;wJ.   

 (2) ,J cau; Ntfj;jpy; ,izaj;jsj;ij thbf;ifahsu;fs; ghu;itapl top nra;fpd;wJ. 

 (3) ,J thbf;ifahsUf;fhd er;Repuy; (virus) mw;w ,izaj;ijg; gad;gLj;j top 

nra;fpd;wJ.      

 (4) ,J thbf;ifahsu;fSf;fhd jlq;fyw;w ,izag; ghtidf;F top nra;fpwJ. 

1.6  gpd;tUtdtw;Ws; Kd;ida nraw;ghl;bw;F kPsTk; nry;tjw;F Microsoft Word ,y; 

gad;gLj;jg;gLk; RUf;ftop vJ?  

(1)  CTRL + V  (2)  CTRL + X  (3)  CTRL + Y  (4)  CTRL + Z 

1.7  gpd;tUtdtw;Ws; cloud licenses ,idg; gad;gLj;jp gfpug;gLfpd;w nkd;nghUs; vJ?  

 (1)  Office 2019.    (2)  Office 365.  

 (3)  Adobe Photoshop.   (4)  Adobe PDF. 

1.8  gpd;tUdtw;Ws; jfty; Kiwik xd;wpd; xOf;fnewpaw;w ghtid xd;whff; 

fUjg;glf;$baJ vJ?  

(1)  mYtyff; fzpdpnahd;wpd; Keylogger nkd;nghUnshd;iwg; gad;gLj;Jjy;  

(2)  thu ,Wjp ehl;fspy; cq;fSila mYtyf kpd;dQ;ry; fzf;fpypUe;J kpd;dQ;ry; 

(email) xd;wpid mDg;Gjy; 

(3)  cq;fSila jdpg;gl;l Mtzq;fspd; gpujpfisg; NgZtjw;fhf Cloud Storage Drive 

xd;wpidg; gad;gLj;Jjy; 

(4)  ,d;DnkhU egUf;F cq;fSila nry;yplg;Ngrpia (mobile phone) kPs tpw;gid 

nra;tjw;F Kd;du; mjpYs;s juTfis mopj;jy; (Jilj;jy;) 
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1.9  CSV vd;gJ tpupjhs;fSf;F (spreadsheets) juTfis ,wf;Ftjw;fhf (import) gad;gLj;jg; 

gLk; Xu; mikg;G (format) MFk;. CSV MdJ gpd;tUk; ve;jg; gjj;jpdhy; miof;fg;gLfpwJ?  

(1)  Characters Selected for Vision. (2)  Changeable Short Value. 

(3)   Comma Separated Values. (4)  Critical Score for Volumes. 

1.10  Microsoft Word Mtznkhd;wpy; mUfpYs;s cUtpid cs;sPL 

nra;tjw;F gpd;tUtdtw;Ws; ve;jj; njuptpidg; gad;gLj;jyhk;?  

(1)  Insert Symbol.  (2)  Insert Text Box. 

(3)  Equation Editor. (4)  Word Art. 

,y. 1.11 njhlf;fk; 1.15 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  juTfis tbfl;Ltjw;fhf (filter) …………………….. (MS Excel / MS Access) ,Ys;s Structured 

Query Language ,idg; gad;gLj;jyhk;.   

1.12  Microsoft Word ,Ys;s mail merge mk;rkhdJ ngupastpyhd jdpegu;fspd; FO 

xd;Wf;fhd …………………….. (FWe; jfty;fis [SMS] / fbjq;fisj; [Letters]) jahupg;gjw;F 

gadu;fis mDkjpf;fpwJ.   

1.13  Microsoft PowerPoint ,y;> presentation …………………….. (slides / objects) ,w;F vq;fshy; 

transitions Ig; gpuNahfpf;f KbAk;.     

1.14  fld; ml;il ,yf;fq;fs; Nghd;w ,ufrpaj; juTfis ,izag;gf;fq;fspy; cs;sPL 

nra;Ak;NghJ> …………………….. (HTTP/HTTPS) newpKiwiag; (protocol) gad;gLj;jp 
ghJfhg;ig Nkk;gLj;j KbAk;.   

1.15  Microsoft Excel ,y;> …………………….. (Wrap Text / Merge) mk;rj;ijg; gad;gLj;jp ,uz;L 

Ez;ziwfis (cells) xd;whfr; Nru;f;f KbAk;.  

,y. 1.16 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.. 

1.16 Datasheet view ,y; xU Gjpa ml;ltizia (table) ePq;fs; cUthf;Fk;NghJ> MS Access 

MdJ jd;dpaf;fkhfNt cq;fSf;fhd primary key ,id cUthf;FtJld; mjid “ID” 

vd;w Gyg; ngaupy; AutoNumber juT tifapy; xJf;fPL nra;fpwJ.  

1.17  fzf;Ffspd; tpsf;fg;glkhdJ (COA) kuGrhu;e;j epWtd tsj; jpl;lkply; (ERP) Kiwik 

xd;wpd; tpUg;gj;Nju;Tf; $W (optional element) xd;whff; fUjg;gLfpd;wJ.     

1.18  Gmail my;yJ Yahoo Nghd;w ,ytr Nrit toq;Feu; (Service provider) xUtiug; 

gad;gLj;jp kpd;dQ;ry; xd;iw mDg;Gk;NghJ> kpd;dQ;ry; nra;jpapDila clw;gFjpf;F 

(body of the email message) flTr;nrhy; ghJfhg;ig (password protect) toq;f KbAk;. 

1.19  F4 (Function 4) key ,id mOj;jp PowerPoint presentation xd;iwj; jpwf;fyhk;.  

1.20  kpd;dQ;ry; Kftupnahd;W> jdJ KOikahd Kftupapy; xNunahU period sign ,id 

(“.”) khj;jpuNk nfhz;bUf;f KbAk;.    

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

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

(nkhj;jk; 60 Gs;spfs;) 

                                              

(a) Microsoft Access vd;gJ jw;NghJ gad;gLj;jg;gLfpd;w gpurpj;jpngw;w juTj;js Kfhikj;Jt 

Kiwik MFk;.   

jw;NghJ gad;gLj;jg;gLfpd;w NtW juTj;js Kfhikj;Jt Kiwikfs; ehd;fpidg; (04) 

gl;baypLf.gl;baypLf.gl;baypLf.gl;baypLf.  (04 Gs;spfs;) 

(b) etPd juTj;js Kfhikj;Jt Kiwikfspd; gz;gpay;Gfs; Ie;jpidg; (05) gl;baypLf.gl;baypLf.gl;baypLf.gl;baypLf.  

 (05 Gs;spfs;) 

(c) juTj;js Kfhikj;Jt Kiwikfisg; gad;gLj;Jk;NghJ fUj;jpw;nfhs;s Ntz;ba 

,uz;L (02) rhj;jpakhd tiuaiwfisAk; gpur;rpidfisAk; (limitations and issues) 

gl;baypLf.  (02 Gs;spfs;) 

(d) MS Access ,Ys;s OLE object Data type ,dhy; Mw;wg;gLk; gzpapid> ,e;jj; juT 

tifapd; fPo; fsQ;rpag;gLj;jf;$ba juT / jfty;fspd; tiff;fhd Xu; cjhuzj;Jld; 

tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.      (04 Gs;spfs;) 

 (nkhj;jk; 15 Gs;spfs;) 

 

                                              
 

Excel datasheet xd;wpy; fsQ;rpag;gLj;jg;gl;bUe;j E}yfnkhd;wpd; ,uty; Gj;jf Kiwik 

(Lending book system) xd;wpypUe;jhd gpupj;njLg;G fPNo jug;gl;Ls;sJ:  

 A B C D E F G  

1 
,uty; ngw;w ,uty; ngw;w ,uty; ngw;w ,uty; ngw;w 

jpfjpjpfjpjpfjpjpfjp 

kPsf; kPsf; kPsf; kPsf; 
ifaspf;Fk; ifaspf;Fk; ifaspf;Fk; ifaspf;Fk; 
jpfjpjpfjpjpfjpjpfjp 

khztu; khztu; khztu; khztu; 
,yf;fk;,yf;fk;,yf;fk;,yf;fk; Gj;jf Gj;jf Gj;jf Gj;jf ISBN Gj;jfj; jiyg;GGj;jfj; jiyg;GGj;jfj; jiyg;GGj;jfj; jiyg;G 

kPsspf;fg; kPsspf;fg; kPsspf;fg; kPsspf;fg; 
gpe;jpa gpe;jpa gpe;jpa gpe;jpa 
ehl;fspd; ehl;fspd; ehl;fspd; ehl;fspd; 
vz;zpf;ifvz;zpf;ifvz;zpf;ifvz;zpf;if 

fzpg;gplg;gl;l fzpg;gplg;gl;l fzpg;gplg;gl;l fzpg;gplg;gl;l 
jz;lg; gzk;jz;lg; gzk;jz;lg; gzk;jz;lg; gzk;  

2 01-Jun-2019 06-Jun-2019 S0001 978-3-16-148410-0 Principles of Management    

3 01-Jun-2019 16-Jun-2019 S0002 978-3-16-148410-1 Introduction to IT    

4 03-Jun-2019 14-Jun-2019 S0001 978-3-16-148410-2 Enterprise Resource Planning    

5 04-Jun-2019 09-Jun-2019 S0002 978-3-16-148410-3 Financial Accounting    

6 05-Jun-2019 20-Jun-2019 S0001 978-3-16-148410-4 Information Security    

7 06-Jun-2019 21-Jun-2019 S0001 978-3-16-148410-5 Database Management Systems    

8 07-Jun-2019 22-Jun-2019 S0002 978-3-16-148410-6 Microsoft Excel    

9 08-Jun-2019 14-Jun-2019 S0002 978-3-16-148410-0 Principles of Management    

10         
         

14 ehnshd;Wf;fhd 
jz;lg;gzk; (&gh) 

50 
     

15         

16 ,k;khztuhy; ngwg;gl;l 
Gj;jfq;fspd; vz;zpf;if 

S0001 
     

17         

18 nkhj;jj; jz;lg; gzk;       

         

tpdhtpdhtpdhtpdh  03 

tpdhtpdhtpdhtpdh  02 
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Microsoft Excel njhlu;ghd cq;fsJ mwpitg; gad;gLj;jp fPo;tUtdtw;wpw;F tpil vOJf:  

(a) Gj;jfq;fs; kPsspf;fg; gpe;jpa ehl;fspd; vz;zpf;ifiaf; fzpg;gjw;F Ez;ziw (cell) F2 

,w;Fg; nghUj;jkhd #j;jpuk; / rhu;gpid milahsq;fhz;f.milahsq;fhz;f.milahsq;fhz;f.milahsq;fhz;f. Mff;$baJ VO (07) 

ehl;fSf;F khj;jpuNk Gj;jfnkhd;W ,uty; toq;fg;gLtjhff; fUJf. Gj;jfkhdJ 

vl;lhtJ (08) ehs; my;yJ mjw;Fg; gpd;du; kPsspf;fg;gbd; mJ gpe;jpa kPsspg;ghff; 

fUjg;gLk;.    (03 Gs;spfs;) 

(b) gpe;jpa ehl;fSf;Fupa jz;lg;gzj;jpidf; fzpg;gjw;F Ez;ziw G2 ,w;Fg; nghUj;jkhd 

#j;jpuk; / rhu;gpid milahsq;fhz;f.milahsq;fhz;f.milahsq;fhz;f.milahsq;fhz;f.    ehnshd;Wf;fhd jz;lg;gzk; Ez;ziw C14 ,y; 

fsQ;rpag;gLj;jg;gl;Ls;sJ. cq;fsJ tpilahdJ nghUj;jkhd #j;jpuj;ij Ez;ziw G2 

,y; gpuNahfpj;J> mjd; %yk; fzpg;gPl;il Ez;ziw G3 ,ypUe;J gpujpnra;af;$bajhf 

,Uj;jy; Ntz;Lk;. (03 Gs;spfs;) 

(c) Fwpj;j xU khztuhy; vj;jid Gj;jfq;fs; ngw;Wf;nfhs;sg;gl;Ls;sd vd;gijf; 

fz;Lgpbg;gjw;F Ez;ziw D16 ,w;Fg; nghUj;jkhd #j;jpuk; / rhu;gpid milahsq;fhz;f.milahsq;fhz;f.milahsq;fhz;f.milahsq;fhz;f.    

rk;ge;jg;gl;l khztuJ ,yf;fk; Ez;ziw C16 ,y; fsQ;rpag;gLj;jg;gl;Ls;sJ vdf; 

fUjpf;nfhs;f.  (03 Gs;spfs;) 

(d) khztu; xUtuhy; nrYj;jg;gl Ntz;ba nkhj;jj; jz;lg;gzj;jpidf; fzpg;gjw;F 

Ez;ziw C18 ,w;Fg; nghUj;jkhd #j;jpuk; / rhu;gpid milahsq;fhz;f.milahsq;fhz;f.milahsq;fhz;f.milahsq;fhz;f.    rk;ge;jg;gl;l 

khztuJ ,yf;fk; Ez;ziw C16 ,y; fsQ;rpag;gLj;jg;gl;Ls;sJ vdf; fUjpf;nfhs;f.  

 (03 Gs;spfs;) 

(e) Microsoft Windows I mbg;gilahff; nfhz;l ,aq;Fjs Kiwikfspy; (Operating 

Systems) epWtf;$ba Microsoft Excel ,w;fhd khw;W  tpupjhs; nghjpfs; (alternative 

spreadsheet packages) %d;wpid (03) epuw;gLj;Jf.epuw;gLj;Jf.epuw;gLj;Jf.epuw;gLj;Jf.  (03 Gs;spfs;) 

  (nkhj;jk; 15 Gs;spfs;) 

  
 

 

ePq;fs; ,yq;ifapYs;s jdpahu; E}yfkhd “wPlu;” E}yfj;jpd; fzf;F cjtpahsu; vdf; fUJf. 

cq;fSila nghWg;Gfspy; xd;W> khztu;fshy; gpe;jp xg;gilf;fg;gLfpd;w Gj;jfq;fSf;fhfr; 

nrYj;jg;gl Ntz;ba fl;lz epYitfisr; Nrfupg;gjhFk;. cq;fSila kpd;dQ;ry; Kftup 

accounts@thelibrary.lk vd;gjhFk;. cq;fSf;F Nrfupf;f Ntz;ba epYitfs; njhlu;ghd 

gpd;tUk; ml;ltiz toq;fg;gl;bUf;fpwJ : 

mq;fj;Jtmq;fj;Jtmq;fj;Jtmq;fj;Jt
    ,yf;fk;,yf;fk;,yf;fk;,yf;fk; 

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

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

njhif (&gh)njhif (&gh)njhif (&gh)njhif (&gh) 
kpd;dQ;ry;kpd;dQ;ry;kpd;dQ;ry;kpd;dQ;ry; 

S0001 Amali Perera 550.00 amalp@gmail.com 

S0003 Ayesh Samarasinghe 500.00 ayesh@yahoo.com 

S0006 Rizwan Salie 1,000.00 Rizwan1999@gmail.com 

cq;fSf;Fg; gpd;tUk; jfty;fSk;$l toq;fg;gl;Ls;sd:  

wPlu; E}yfj;jpd; njhlu;G tpguq;fs;:  ,y.15, `a; nyty; tPjp> ENfnfhil 

njhiyNgrp / njhiyefy; :   +94 112 345 678.  

NkYs;s rfy khztu;fSf;Fk; xU nghJthd nra;jpahf (common message) gpd;tUk; 

nra;jpiaj; njuptpg;gjw;fhf kpd;dQ;ry;fis mDg;Gfpd;w cq;fsJ mwpitg; gpuNahfpf;Ff. 

tpdhtpdhtpdhtpdh  04 
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E}yfj;jpd; kpd;dQ;ry; njhlu;ghly; nfhs;ifapd;gb> rfy kpd;dQ;ry; njhlu;Gfspd;NghJk; cjtp 

E}yfUf;F (asst.librarian@thelibrary.lk) kpd;dQ;rypd; gpujp ,lg;gl Ntz;Lk; vdf; fUjpf;nfhs;f. 

khztu;fSf;F tq;fpf; fzf;Fj; jfty;fs; kw;Wk; epYitg; gzj;ij itg;Gr; nra;tjw;fhd 

eilKiwfs; Mfpatw;iwf; nfhz;l xU PDF Nfhg;Gk; (file) NkYs;s epYit ml;ltiziaf; 

nfhz;Ls;s xU PDF Nfhg;Gk; mDg;gg;gly; Ntz;Lk;.   

fPNo ,dq;fhzg;gl;Ls;s (a) njhlf;fk; (h) tiuapyhd ,lq;fspy;> mtw;Wf;Fg; nghUj;jkhd 

jfty;fis ePq;fs; vOJjy; Ntz;Lk; :  

(VjhtJ vLNfhs;fs; vLf;fg;gbd; mtw;iwAk; Fwpg;gplTk;)  

From ………………. (a) ………………. (02 Gs;spfs;) 

To ………………. (b) ………………. (02 Gs;spfs;) 

CC ………………. (c) ………………. (02 Gs;spfs;) 

Subject ………………. (d) ………………. (02 Gs;spfs;) 

Message md;gpd; ………………. (e) ………………. 

fle;j khjk; ePq;fs; xU rpy Gj;jfq;fis gpe;jp xg;gilj;jpUe;jik 
mtjhdpf;fg;gl;Ls;sJ. vq;fs; E}yfj;jpd; nfhs;ifapd;gb> gpe;jp 
xg;gilj;jikf;fhf ePq;fs; jz;lg;gzk; nrYj;Jjy; 

Ntz;Lk;. ,j;Jld; ,izf;fg;gl;Ls;s PDF ,izg;gpy; gjpT 
nra;ag;gl;Ls;s xt;nthU mq;fj;jtu;fSf;Fkhd epYitj; 
njhiffisj; jaTnra;J ghu;f;fTk;. ,izf;fg;gl;Ls;s kw;iwa 

PDF Nfhg;ghdJ ePq;fs; jz;lg;gzj;ijr; nrYj;Jtjw;fhd 
nfhLg;gdT Kiwfisf; fhl;LfpwJ.   

cq;fSf;F Nkyjpf njspTgLj;jy;fs; Njitg;gbd;> fPOs;s vdJ 
njhiyNgrp ,yf;f;jjpd; Clhfj; njhlu;Gnfhs;sTk;. 

,g;gbf;F cz;ikAs;s> 

………………. (f) ………………. 

(01 Gs;sp) 

 

 

 

 

 

 

 

 

 

 

(02 Gs;spfs;) 

Signature 

Text 
………………. (g) ………………. (02 Gs;spfs;) 

Attachments ………………. (h) ………………. (02 Gs;spfs;) 

 (nkhj;jk; 15 Gs;spfs;) 

 

 

  

(a) Internet kw;Wk; World Wide Web Mfpatw;Wf;fpilapyhd NtWghl;il tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.tpgupf;Ff. 

  (03 Gs;spfs;) 

(b) ,iza cyhtp xd;iwg; gad;gLj;jp ,d;unew; tq;fpr; nraw;ghLfis Kd;ndLf;Fk;NghJ> 

Nkhrbahfj; jfty;fisf; fsthLfpd;w jsq;fshy; (phishing sites) gadu;fs; Nrhu;tila 

Ntz;bNaw;gLfpd;wJ.  

Phishing sites vd;gjhw; fUjg;gLtJ vd;d vd;gijAk; mtw;iw vt;thW jtpu;f;f KbAk; 

vd;gijAk; tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.  (05 Gs;spfs;) 
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(c) “Bitcoin” vd;gJ ,d;unew; njhlu;gpy; fle;j rpy tUlq;fshf toikahfg; 

gad;gLj;jg;gLfpd;w xU gjkhFk;.   

Bitcoin gad;gLj;jg;gLtjd; Nehf;fj;ijAk; mJ rkPgj;jpy; Vd; gpugy;akile;jpUe;jJ 

vd;gijAk; tpguptpguptpguptpgupf;Ff.f;Ff.f;Ff.f;Ff.   (04 Gs;spfs;) 

(d) “,izaj;jsnkhd;W .lk (.LK domain) vd;w FwpaPl;il mjd; ,Wjpapy; nfhz;bUg;gpd;> 

me;jj; jsj;jpw;fhd ,izar; Nritafk; (web server) ,yq;ifapy; ,Ug;gjhff; 

fUjg;gLk;”.  

,e;jf; $w;Wld; ePq;fs; ,zq;FfpwPu;fsh vd;gijf; Fwpg;gpLf.Fwpg;gpLf.Fwpg;gpLf.Fwpg;gpLf. cq;fsJ tpilia 

epahag;gLj;Jf.    (03 Gs;spfs;) 

   (nkhj;jk; 15 Gs;spfs;) 

 

 

 

(a) Microsoft Word ,Ys;s gpd;tUk; mk;rq;fshy; Mw;wg;gLk; gzpfis tpgupf;Fftpgupf;Fftpgupf;Fftpgupf;Ff:  

(i) Macros 

(ii) Word Art 

(iii) Paste Text (Keep Text only) 

(iv) Comments 

(v) SmartArt 

(vi) Watermark (xt;nthd;Wf;Fk; 02 Gs;spfs; tPjk;, 12 Gs;spfs;) 

(b) “Microsoft Word Mtznkhd;iwr; save nra;Ak;NghJ> vq;fshy; ,uz;L tifahd 

ghJfhg;Gf; flTr;nrhw;fis (security password) Nru;f;f (add) KbAk;.” 

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

 

 

(a) Microsoft PowerPoint ,Ys;s gpd;tUk; mk;rq;fshy; Mw;wg;gLk; gzpfis tpgupf;Fftpgupf;Fftpgupf;Fftpgupf;Ff:  

(i) Slide Master 

(ii) Play Narrations 

(iii) Presenter View  

(iv) Present Online 

(v) Hide Slide 

(vi) Show Media Controls (xt;nthd;Wf;Fk; 02 Gs;spfs; tPjk;, 12 Gs;spfs;) 
 

(b) cq;fSila mYtyf Nkirf; fzpdpiag; gad;gLj;jp ckJ fk;gdpia mwpKfQ; 

nra;tjw;fhf Microsoft PowerPoint presentation xd;wpid ePq;fs; jahupj;jpUf;fpwPu;fs;. ePq;fs; 

thbf;ifahsu; xUtupd; ,lj;jpw;Fr; nrd;W me;j thbf;ifahsUf;F ,jid Kd;itg;Gr; 

nra;aNtz;bapUf;fpwJ. MapDk; mtuJ fzpdp PowerPoint If; nfhz;bUf;ftpy;iy vd 

cq;fSf;F mwptpf;fg;gl;Ls;sJ.   

thbf;ifahsupd; Nkirf; fzpdpiag; gad;gLj;jp> cq;fSila Kd;itg;gpidr; 

nra;tjw;F ePq;fs; gad;gLj;jf;$ba Kiw xd;wpid tpgupf;Ftpgupf;Ftpgupf;Ftpgupf;Ff.f.f.f.              (03 Gs;spfs;) 

 (nkhj;jk; 15 Gs;spfs;) 
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