
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; - 2020 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; 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  ,yq;ifapYs;s thfd ,yf;fq;fisf; fsQ;rpag;gLj;Jtjw;fhf Gyk; (field) xd;iw 

cUthf;Fk;NghJ> MS Access ,Ys;s gpd;tUk; juT tiffspy; kpfTk; nghUj;jkhdJ vJ? 

 (1)  Short Text. (2)  Long Text. (3)  Integer. (4)  AutoNumber. 

 

1.2  gpd;tUk; Nfhg;G tbtq;fspy; jpUj;jg;gl;l ikf;Nuhnrhg;w; Ntl; (Microsoft word) 

gjpg;gpYs;s Mtzq;fSld; tof;fkhf ,ize;J fhzg;gLtJ vJ?  

 (1)  PPT.  (2)  JPEG.  (3)  DOCX. (4)  PDF. 

1.3  Nfhg;G ePl;rpahd CSV MdJ toikahf gpd;tUk; ve;j tifg; gpuNahf nkd;nghUspy; 

,ize;J fhzg;gLfpwJ?  

 (1)  Word Processor.   (2)  Database Management System.  

 (3)  Presentation Manager.  (4)  Spreadsheet Software. 

tpdhtpdhtpdhtpdh  01 

gf;fq;fs;   :  08 

tpdhf;fs;   :  07  

2020-01-25 
gpw;gfy;  

[1.45 – 5.00]  
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1.4  ikf;Nuhnrhg;w; vf;nry; (Microsoft Excel) ,y; ciunahd;iw gpujp gz;zp> xl;Ltjw;F 

(Copy and Paste) gad;gLj;jg;gLfpd;w tpirg;gyif FWtopfs; (Shortcuts) : 

(1)   CTRL + C, CTRL + V  (2)  CTRL + X, CTRL + B  

(3)   CTRL + U, CTRL + A  (4)  CTRL + O, CTRL + S  

1.5  gpd;tUk; ve;j nkd;nghUSf;fhd Xu; cjhuzkhf Office 365 If; fUj;jpw; nfhs;s KbAk;?   

 (1) ehq;fs; nfhLg;gditr; nra;jJk; 365 ehl;fSf;F Ntiy nra;Ak; xU nkd;nghUs;  

 (2) Nritnahd;whf cloud mbg;gilapy; ,aq;Ffpd;w xU nkd;nghUs;  

 (3) mYtyfnkhd;wpy; 365 gadu;fs; tiu Ntiy nra;tjw;fhfg; gad;gLj;jf;$ba xU 

nkd;nghUs;     

 (4) 365 NtWgl;l gpuNahfq;fisf; nfhz;Ls;s xU nkd;nghUs; 

1.6  gpd;tUtdtw;Ws; kpd;dQ;riy mDg;Gtjw;F / ngWtjw;Ff; gad;gLj;j Kbahj Kbahj Kbahj Kbahj 

nkd;nghUs; vJ?  

(1)  Google Chrome   (2)  Apple IOS  

(3)  Microsoft Edge   (4)  Mozilla Thunderbird 

1.7  gpd;tUtdtw;Ws; jw;NghJ gad;gLj;jg;gLfpd;w ERP jPu;T my;yhjJmy;yhjJmy;yhjJmy;yhjJ vJ?  

 (1)  SAP HANA.    (2)  Microsoft Dynamics 365.  

 (3)  Sage 300.    (4)  QuickBooks. 

1.8  gpd;tUtdtw;Ws; IT #oypy; xOf;fnewpaw;w ghtid xd;whff; fUjg;glf;$baJ vJ? 

(1)  ePq;fs; cq;fsJ ez;gu; xUtUld; fijg;gjw;fhf mtUila mYtyfj;jpw;Fr; 

nry;Yk;NghJ mtUila kpd;dQ;ry; xd;iwg; ghu;j;jYk; thrpj;jYk;   

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

xd;iw mDg;Gjy; 

(3)  cq;fsJ mYtyf kpd;dQ;ry; fzf;fpd; flTr;nrhy;iy (password) khw;Wjy; 

(4)  cq;fSila ifg;Ngrpapid ,d;ndhUtUf;F kPs; tpw;gid nra;tjw;F Kd; 

mjpYs;s juTfis mopj;jy; (Jilj;jopj;jy;) 
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1.9  gpd;tUtdtw;Ws; jfty; Kiwiknahd;wpd; rl;ltpNuhjg; ghtid xd;whff; fUjg;gl 

KbahjJKbahjJKbahjJKbahjJ vJ? 

(1)  ez;gupd; mDkjpapd;wp mtUila kpd;dQ;ry; fzf;nfhd;iw mZFtjw;F Kaw;rpj;jy;  

(2)  ,yj;jpudpay; - re;ijg;gLj;jy; fk;gdp xd;iwf; nfhz;Ls;s ckJ ez;gu; xUtUf;F 

thbf;ifahsu; kpd;dQ;ry; Kftupfis mDg;Gjy; 

(3)  mYtyf ez;gu;fspd; Copau; jdpg;gl;l gjpTfspd; gpujpfis tPl;bYs;s cq;fsJ 

jdpg;gl;l fzpdpapy; NgZjy;   

(4)  cq;fsJ mYtyf kpd;dQ;ry; fzf;fpDs; tPl;bypUe;J cs;Eiojy; (Logging on). 

 
1.10  gpd;tUtdtw;Ws; ghJfhg;G njhlu;gpy; kpfg; nghUj;jkhd flTr;nrhy; vJ? 

 (1)  PASSWORD.  (2)  Pa$$W2019rD.  (3)  PaSSWorD. (4)  2019Password. 

,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  Microsoft Access ,y; juTfis tbfl;Ltjw;F …………………….. (SQL / HTML) Ig; gad;gLj;j 

KbAk;.  

1.12  Microsoft Excel ,d; tpupjhs; xd;wpd; Ez;ziwfspYs;s xU njhFjp vz; 

ngWkhdq;fspd; cau;e;jgl;rg; ngWkjpiaf; fz;Lgpbg;gjw;F …………………….. (Function / 

Formula) xd;iw ehq;fs; gad;gLj;j KbAk;.    

1.13  Microsoft PowerPoint ,y; …………………….. (Slide Master / Slide Transition) ,id njhFg;gjd; 

(editing) %yk; nkhj;j slide set ,w;fhd khw;wq;fisAk; vspjhfr; nra;J nfhs;s KbAk;.  

1.14  ,izaj;ij mZFtjw;F> …………………….. (TCP-IP / HTTP) newpKiwia mDrupf;fpd;w 

xU rhjdk; vq;fSf;Fj; Njitg;gLk;. 

1.15  Microsoft Word ,Ys;s mail merge mk;rkhdJ ngupa vz;zpf;ifapyhd xU njhFjp 

jdpegu;fSf;fhd …………………….. (Envelopes / emails) ,idj; jahupg;gjw;F gadu;fis 

mDkjpf;fpwJ.   

,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 kpd;dQ;ry; Kftup xd;W xNunahU “@” FwpaPl;ilNa nfhz;bUf;f KbAk;.  

1.17  ehq;fs; Kfg;Gj;jfr; nraypia (facebook app) my;yJ Njly; nghwpr; nraypiag; 

(Browser app) gad;gLj;jp ifg;Ngrpr; rhjdk; xd;wpy; Kfg;Gj;jfj;ij mZf KbAk;.    

1.18  xU PowerPoint Presentation (PPT/PPTX) Nfhg;Gf;F flTr;nrhy; ghJfhg;ig toq;f KbAk;.  

1.19  Excel Workbook xd;wpYs;s Ntiyj;jhs;fspd; vz;zpf;ifiaj; Njitg;gl;lhy; 

mjpfupf;fNth my;yJ Fiwf;fNth KbAk;.   

1.20  xU Word Mtzk; jpwg;gjw;fhd (open) xU flTr;nrhy;iyAk; mNj Nghd;W 

Mtzj;ijj; jpUj;Jtjw;fhf (edit) NtnwhU flTr;nrhy;iyAk; 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) juTj;js Kfhikj;Jt Kiwikapd; mD$yq;fs; Ie;jpid (05) epuw;gLj;Jf.epuw;gLj;Jf.epuw;gLj;Jf.epuw;gLj;Jf.  (05 Gs;spfs;) 

(b) Microsoft Access ,Ys;s gpd;tUk; $Wfshy; Mw;wg;gLk; gzpfis tpgupf;Fftpgupf;Fftpgupf;Fftpgupf;Ff:   

(i) Tables. 

(ii)  Forms. 

(iii) Report. 

(iv) Queries. 

(v) Macros.  (xt;nthd;Wf;Fk; 02 Gs;spfs; tPjk;, 10 Gs;spfs;) 

  (nkhj;jk; 15 Gs;spfs;) 

 

 

                                              
 

 

fPNo fhl;lg;gl;bUg;gJ vf;nry; juTj;jhs; xd;wpy; fsQ;rpag;gLj;jg;gl;l khztu; jfty; 

Kiwikapy; ,Ue;jhd gpupj;njLg;G xd;whFk;. fPOs;s tpdhf;fSf;F tpilaspg;gjw;F Microsoft 

Excel njhlu;ghd cq;fsJ mwptpidg; gad;gLj;Jq;fs;:  

 A B C D E F G  

1 
Student 
Number 

MS Word MS Excel 
MS 

Powerpoint 
IT Theory Average 

Status 
(Passed/Failed) 

 

2 S0001 13 21 78 67    

3 S0002 14 44 48 44    

4 S0003 42 37 54 13    

5 S0004 73 46 45 45    

6 S0005 79 61 56 45    

7 S0006 63 37 38 13    

8 S0007 45 24 6 12    

9 S0008 24 5 55 100    

10         

11 Total No. of Students       

12         

13 No. of Students Passed       

         

 

 

 

tpdhtpdhtpdhtpdh  03 

tpdhtpdhtpdhtpdh  02 



5 | P a g e  

 

(a) ,e;j Ntiyj;jhisg; gad;gLj;Jgtu;> 40 ,w;Fk; Fiwthd Gs;spfisg; ngw;Ws;s rfy 

khztu;fsJ Gs;spfisAk; gpujhdg;gLj;jpf; fhl;l (highlight) (gpd;dzpf;F epwk; ,l;L) 

tpUk;Gfpwhu;. ,jid vt;thW nra;a KbAk; vd tptptptpgupf;Ff.gupf;Ff.gupf;Ff.gupf;Ff.  (03 Gs;spfs;) 

(b) Fwpj;j khztu; ngw;w ruhrupg; Gs;spiaf; fzpg;gpLtjw;fhf Ez;ziw F2 ,w;Fg; 

nghUj;jkhd xU rhu;gpid (function) ,dq;fhz;f.,dq;fhz;f.,dq;fhz;f.,dq;fhz;f. ruhrupiaf; fzpg;gpLtjw;F NkNy 

Fwpg;gplg;gl;Ls;s ehd;F ghlq;fs; khj;jpuNk cs;sd vdf; fUjpf;nfhs;f.   (03 Gs;spfs;) 

(c) Fwpj;j khztu; ,e;jg; ghlnewpapy; rpj;jpaile;Js;sduh my;yJ rpj;jpailaj; 

jtwpAs;sduh vd;gijf; fhl;Ltjw;fhf Ez;ziw G2 ,w;Fg; nghUj;jkhd xU 

#j;jpuj;ij (formula) / rhu;gpid (function) ,dq;fhz;f.,dq;fhz;f.,dq;fhz;f.,dq;fhz;f. ghlnewpahdJ NkNy Fwpg;gplg;gl;l 

ehd;F ghlq;fis khj;jpuk; nfhz;bUf;fpwJ vdTk; xt;nthU khztUk; rpj;jpailtjw;F 

Fwpg;gplg;gl;l xt;nthU ghlj;jpYk; Mff; Fiwe;jJ 40 Gs;spfisg; ngw;W rfy 

ghlq;fspYk; rpj;jpaila Ntz;Lk; vdTk; mj;Jld; Nkw;gb ghlnewpf;fhd ruhrupg; 

Gs;spia 50 my;yJ mjw;F Nky; Ngz Ntz;LnkdTk; fUjpf; nfhs;f.   (03 Gs;spfs;) 

(d) vj;jid khztu;fs; ghlnewpiag; gpd;gw;wpapUf;fpwhu;fs; vd;gijf; fz;Lgpbg;gjw;fhf 

Ez;ziw C11 ,w;Fg; nghUj;jkhd xU #j;jpuj;ij / rhu;gpid ,dq;fhz;f.,dq;fhz;f.,dq;fhz;f.,dq;fhz;f. rfy 

khztu;fsJ juTfSk; ,e;j Ntiyj;jhspy; Kd;dpiyg;gLj;jg;gl;Ls;sd vdf; fUjpf; 

nfhs;f.  (03 Gs;spfs;) 

(e) ghlnewpapy; rpj;jpaile;Js;s khztu;fspd; nkhj;j vz;zpf;ifiaf; fz;Lgpbg;gjw;F 

Ez;ziw C13 ,w;Fg; nghUj;jkhd xU #j;jpuj;ij / rhu;gpid ,dq;fhz;f.,dq;fhz;f.,dq;fhz;f.,dq;fhz;f.   (03 Gs;spfs;) 

  (nkhj;jk; 15 Gs;spfs;) 

 
  

 

 

tiuaWf;fg;gl;l tiuaWf;fg;gl;l tiuaWf;fg;gl;l tiuaWf;fg;gl;l Lanka Leaf Teas fk;gdpapd;fk;gdpapd;fk;gdpapd;fk;gdpapd; tpw;gid Kfhikahsuhf cq;fisf; fUjpf; 

nfhs;Sq;fs;. ntspehl;L thbf;ifahsu;fs; cq;fSila fk;gdpapypUe;J Njapiyg; igfisg; 

ngWtjw;fhf fl;lisfs; (orders) nra;fpd;wdu;. VjhtJ fl;lis njhlu;ghd kpd;dQ;riy 

ePq;fs; ngWtPu;fshapd; (salesmgr@lankaleaf.com vd;w cq;fSila kpd;dQ;rYf;F)> mjw;fhd 

gjpy; kpd;dQ;ry; mDg;Gk;NghJ mjd; gpujpfis fzf;Ffs; fpisf;Fk; (accounts@lankaleaf.com) 

cw;gj;jp KfhikahsUf;Fk; (productionmgr@lankaleaf.com) ,l Ntz;Lk; vd;gJ fk;gdpapd; 

nghJthd nfhs;if MFk;. ,jw;F Nkyjpfkhf cq;fsJ gjpy; kpd;dQ;rypd; gpujpahdJ 

Kfhikj;Jtg; gzpg;ghsUf;Fk; (md@lankaleaf.com) mDg;gg;gLjy; Ntz;Lk; vdpDk; 

Kfhikj;Jtg; gzpg;ghsUf;F kpd;dQ;ry; mDg;gg;gl;bUg;gij VidNahu; 

ghu;f;fj;jf;fjhf ,Uf;ff;$lhJ. 

 

 

 

 

 

tpdhtpdhtpdhtpdh  04 
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cq;fshy; ngwg;gl;l gpd;tUk; kpd;dQ;riyf; fUJf: 

From: anne@euroexports.co.uk 

To: salesmgr@lankaleaf.com 

CC: john@euroexports.co.uk 

Subject: Njapiyg; igfSf;fhd fl;lis 

Message: md;gpd; tpw;gid Kfhikahsu;> Lanka Leaf Teas. 

cq;fSila fk;gdpapdhy; nghjpaplg;gLk; (xt;nthd;Wk; 450 fpuhk; nfhz;l) 

BOP Ceylon Tea ,d; 10,000 myFfisg; ngWk; nghUl;L fl;lis xd;iwr; 
nra;tjw;F ehq;fs; tpUk;Gfpd;Nwhk;. vq;fsJ tu;j;jf ehkj;ijg; gad;gLj;jp 
Njapiy ml;ilg; ngl;bfs; Kj;jpiuaplg;gl Ntz;Lk; vdf; Nfl;Lf; 
nfhs;fpd;Nwhk;. 450 fpuhk; ngl;bf;fhd Njapiy ml;ilg; ngl;bapd; 
tbtikg;ig PDF tbtpy; vdJ rfhthd Jogn ,w;F vdf;Fg; gpujpAld; 

mDg;g KbAkh? John jdJ fUj;Jf;fis vdf;F mDg;gpaJk; 
ml;ilg;ngl;b tbtikg;ig ehq;fs; ,Wjp nra;Nthk;. mjd; gpd;du; 
cWjpg;gLj;jg;gl;l tbtikg;ig ehd; cq;fSf;F mDg;GNtd;.  

ePq;fs; vq;fSf;F tpiyg;gl;bay; mDg;g KbAk; vd ek;GfpNwd;.   

ed;wp, 

cq;fs; cz;ikAs;s, 

Anne Hawthorne 

Manager Purchasing 

Euro Exports UK 

 

Nkw;gb kpd;dQ;rYf;F gjpnyhd;iw mDg;Gtjw;fhf cq;fSila kpd;dQ;ry; njhlu;ghd 

mwpitg; gpuNahfpf;Ff. ePq;fs; fPNo (a) njhlf;fk; (i) tiu milahsq; fhzg;gl;l 

cUg;gbfSf;Fg; nghUj;jkhd jfty;fis vOJjy; Ntz;Lk;:  

(VjhtJ vLNfhs; vLf;fg;gl;bUg;gpd; mtw;iwAk; Fwpg;gpLf) 

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

To: ………………. (b) ………………. (02 Gs;spfs;) 

CC: ………………. (c) ………………. (02 Gs;spfs;) 

BCC: ………………. (d) ………………. (02 Gs;spfs;) 

Subject: ………………. (e) ………………. (02 Gs;spfs;) 

Message: md;gpd; ………………. (f) ………………. 

cq;fSila kpd;dQ;rYf;F kpf;f ed;wp. 

Anne ,dhy; njuptpf;fg;gl;lthW nghjp 

tpguq;fis PDF tbtpy; ,j;Jld; ,izj;J 
mDg;GfpNwd;.  

 

cq;fs; cz;ikAs;s, 

………………. (g) ………………. 

(01 Gs;sp) 

 

 

 

 

(01 Gs;sp) 

Signature  

Text: 

 

………………. (h) ………………. (01 Gs;sp) 

Attachments: ………………. (i) ………………. (02 Gs;spfs;) 

 (nkhj;jk; 15 Gs;spfs;) 
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(a) mz;ikapy;> jq;fSila Kfg;Gj;jff; fzf;Ffs; rl;ltpNuhjkhf mZfg;gl;Ls;sJ /  

CLUtg;gl;Ls;sJ vd Kiwg;ghL nra;Ak; jdpegu;fspd; vz;zpf;if mjpfupj;Js;sJ.   

r%f Clff; fzf;Ffs; rl;ltpNuhjkhd Kiwapy; mZfg;gLtjpypUe;J mtw;iwg; 

ghJfhf;f vLf;fg;glf;$ba eltbf;iffs; ,uz;bid (02) epuw;gLj;Jf.epuw;gLj;Jf.epuw;gLj;Jf.epuw;gLj;Jf.   (03 Gs;spfs;) 

(b) jfty; ghJfhg;ghdJ gy;NtW mr;RWj;jy;fspypUe;Jk; jfty; Kiwikfisg; 

ghJfhg;gjw;fhf eilKiwg;gLj;jg;gLfpwJ. gpujhdkhf ngsjpf> njhopy;El;g kw;Wk; 

epUthfk; vd;Dk; 3 tifahd jfty; ghJfhg;Gf; fl;Lg;ghLfs; fhzg;gLfpd;wd.     

epWtdk; xd;wpdhy; jfty; Kiwikiag; ghJfhg;gjw;Fg; gad;gLj;jg;gLk; ngsjpff; 

fl;Lg;ghLfs; %d;wpid (03) tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.   (06 Gs;spfs;) 

(c) “ehq;fs; ,izaj;ij mZFNthkhapd;> vq;fsJ fzpdpfs; njupahj malware ,dhy; 

jhf;fg;glyhk;” 

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

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

(d) tUlhe;jg; guhkupg;G xg;ge;jk; (AMC) vd;gjhy; fUjg;gLtJ ahnjd tpgupf;Ff. tpgupf;Ff. tpgupf;Ff. tpgupf;Ff. (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) Print Preview. 

(ii) Track Changes. 

(iii) AutoText. 

(iv) Restrict Editing. 

(v) Navigation Pane. 

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

(b)  “Microsoft Word Mtzk; xd;wpYs;s nrhw;fspd; vz;zpf;if kw;Wk; vOj;Jf;fspd; 

vz;zpf;if Mfpatw;iw ,yFthff; fz;Lgpbf;f KbAk;”. 

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

epahag;gLj;Jf.   (03 Gs;spfs;) 
  (nkhj;jk; 15 Gs;spfs;) 
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gFjp B KbT 

 
 

 

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

(i) Slide Template. 

(ii) Clipboard. 

(iii) Slide Transitions. 

(iv) Side Animations. 

(v) Slide Size. 

(vi) Slide Library. (xt;nthd;wpw;Fk; 02 Gs;spfs; tPjk;, 12 Gs;spfs;) 

 

 

(b) ePq;fs; jahupf;fpd;w xU Microsoft PowerPoint Presentation ,w;F rpq;fs kw;Wk; jkpo; 

nkhopfspypyhd rpy FWfpa mwptpg;Gfisr; Nru;f;f Ntz;bAs;sJ. Mdhy; ePq;fs; 

gad;gLj;Jk; fzpdpapy; rpq;fs kw;Wk; jkpo; vOj;JUf;fs; epWtg;gl;bUf;f 

tpy;iy. ,e;j ,uz;L nkhopfSk; cq;fSf;Fj; njupAk; vd;Wk; ePq;fs; gad;gLj;Jk; 

fzpdpf;F ,iza ,izg;G cs;sJ vdTk; fUjpf; nfhs;sTk;.   

 ,e;jg; gzpapid vt;thW Kd;ndLf;f KbAk; vd;gij    tpgupf;Ff. tpgupf;Ff. tpgupf;Ff. tpgupf;Ff.    (03 Gs;spfs;) 

 (nkhj;jk; 15 Gs;spfs;) 
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