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          A fldgi
jdia;úl mÍlaIK m%Yak (OTQs)
ish¨u m%YAkj,g W;a;r wfmalaIs;h'

(uq¿ ,l=Kq 40)
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2 jk m%Yakh i|yd fhdað; W;a;r

 01 mßÉfÊoh - o;a; mokï iy uQ,sl ls%hdldrlï

(a) 1. o;a; úNckh jeäÈhqKq lsÍu

 2. o;a; wdrlaIdj jeäÈhqKq lsÍu

 3. o;a; fyd¢ka taldnoaO lsÍu

 4. o;a; wkkql+,;djh wju lsÍu

 5. o;a; m%fõYh jeäÈhqKq lsÍu

 6. ;SrK .ekSu jeäÈhqKq lrhs

 7. wjidk mßYS,lf.a M,odhs;dj jeä lrhs

(,l=Kq 05)
 
 01 mßÉfÊoh - o;a; mokï iy uQ,sl ls%hdldrlï

(b) i. j.= (Tables)
  j.=jla hkq fma<s yd ;Srej,ska iukaú; jk o;a; .nvd l< yels wdlD;shls' kj o;a; 

mokula ks¾udKh lrk ´kEu wjia:djl j.=jla ks¾udKh l< hq;=h' j.=jla hkq 

Tnf.a o;a; .nvd lrk ia:dkhhs'

 ii. wdlD;s (Forms) 
  l

 iii. jd¾;d (Reports) 
  jd¾;d hkq wfmalaIs; wdlD;shlska m%;sodkhla ,nd .ekSu i|yd jk wdlD;shls' fuh 

wjYH wdlD;shg wkqj jd¾;d ckkh lsÍu yer wka lsisjla fkdfõ'

 iv. úuiqï (Queries) 
  úuiqï wdlD;s ^Query objects& lsishï mqoa.,fhl=g wjYH f;dr;=re wjYH ´kEu 

wdldrhlg ,nd.; yelsh'

 v. id¾j (Macros) 
  Microsoft Access ys ls%hdldß;ajh jeä lsÍu i|yd ilik ,o l%uf,aLkhka h'

(tla fldgilg ,l=Kq 02 ne.ska ,l=Kq 10)
(uq¿ ,l=Kq 15) 

3 jk m%Yakh i|yd fhdað; W;a;r

 02 mßÉfÊoh - me;=reï m;a iy uQ,sl ls%hdldrlï

(a) YsIHhkaf.a ish¨u ,l=Kq f;darkak  Home tab  Conditional Formatting  Highlight Cell 
Rules   Less Than  40 f,i mdG we;=<;a lrkak  ok la,sla (click) lrkak

          B fldgi
m%Yak yfhka ^06& ´kEu m%Yak y;rlg ^04& W;a;r wfmalaIs;h'

(uq¿ ,l=Kq 60)
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Tnf.a mßYS,kh i|yd

(,l=Kq 03)
(b) =AVERAGE(B2:E2)           (,l=Kq 03)
(c) =IF(AND(B2 >=40,C2>=30,D2>=40,E2>=40,F2>=50),”Passed”, “Failed”)

(,l=Kq 03)
(d) =COUNTA(A2:A9)                                    (,l=Kq 03)
(e) =COUNTIF(G2:G9,”Passed”)                            (,l=Kq 03)

(uq¿ ,l=Kq 15)
4 jk m%Yakh i|yd fhdað; W;a;r

 03 mßÉfÊoh - wka;¾cd,h iy .sKqïlrK mßirhl tys Ndú;dj

a) salesmgr@lankaleaf.com          (,l=Kq 02)
b) john@euroexports.co.uk                                                                                                          

   (,l=Kq 02)
c) anne@euroexports.co.uk, accounts@lankaleaf.com, productionmgr@lankaleaf.com                                                                                                                                        

(,l=Kq 02)
d) md@lankaleaf.com                                                                                                                              

(,l=Kq 02)
e) f;a nE.a weKjqu                                                                                                                          

(,l=Kq 02)
f) ys;j;a fcdaka uy;dfKks"                                                                                                                                 

(,l=Kq 01)
g) ta'î' fmf¾rd" úl=Kqï l<ukdlre ^´kEu kula& 

                                                                                                   (,l=Kq 01)                     
h) ta'î' fmf¾rd" úl=Kqï l<ukdlre" ,xld ,S*a àia iud.u

(,l=Kq 01)
i) <´kEu ,smsf.dkqjl kula>> .pdf
 Ex: design.pdf                                                                                                                              

 (,l=Kq 02)
        (uq¿ ,l=Kq 15)
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5 jk m%Yakh i|yd fhdað; W;a;r

 07 mßÉfÊoh - wdrlaIl oDIaÁh yd m%fõY md,kh

(a) 1. Yla;su;a uqr mohla Ndú; lrkak'

 2. úúO fjí wvúj, tlu uqrmoh Ndú; fkdlrkak'

 3. idOl folla u.ska i;Hdmkh lr.ekSu i|yd tla cx.u ÿrl:k wxlhla ,ndfokak'

 4. mqoa.,sl fkdjk Wmdx.hla Ndú; lsÍfuka miq .sKqfuka bj;a jkak'

 5. úYajdiodhl iïnkaO;d mj;ajdf.k hdu

 6. msúiqï weÕùï

 7. Wmdx.j, m%;s ffjria $ wdrlaIl uDÿldx. ls%hd;aul lrkak'

 8. lsisjla la,sla ^Click& lsÍug fyda nd.; lsÍug fmr is;kak'

(,l=Kq 03)

(b) 1. f.dkq yd f,aLk Wmia: lsÍu (Keep regular backups of files and documentation)

  w;ajer§ulska fyda ys;du;d fyda oekg Ndú;djk f.dkq úkdY jqjfyd;a h:d ;;ajhg 

m;a lsÍu i|yd f.dkq Wmia: lsÍu wksjd¾h lreKls' fuu Wmia: msgm;a l%shdldÍ 

mßirfhka ndysrj ;eìh hq;=h' thg fya;=j kï" l%shd ldÍ f.dkq úkdYhg n,mE 

fya;=ju Wmia: msgm;a úkdYhg o fya;= úh yels ùuhs' Wmia: f.dkq j, tla msgm;la 

tu ia:dkfhau .sks fkd.kakd øjH j,ska ;ekQ mßirhl ;eîu jeo.;a fõ' fuu 

Wmia: f.dkq j,go l%shdldÍ f.dkq j,g ÿka wdrCIdju iemhsh hq;=h' Wmia: f.dkqj, 

wdrCIdj ,sys,a lr l%shdldÍ f.dkqj,g fl;rï by, wdrCIdjla iemhqjo th ksIaM, 

l%shdjls'

      2.  jeg (Fences)

  f.dvke.s,af,a jg m%udKh wdjrKh jk jeg bÈ lsÍu b;d by, wdrCIl Wml%uhla 

fkdfõ' tu.ska wod, jHikh isÿ fkdfõ hehs is;Su ÿIalrh jegla Ndú;d fõkï th 

wdrCIlhska iqkLhska wdrCIl leurd wdÈfhka ks;r úu¾YKh l, hq;=h'

      3.  wdrlaIlhska (Security Guards)

  f.dvke.s,a, ;=,g wêldÍ mqoa.,hska muKla we;=,a jk nj ;yjqre lsÍug wdrCIlhska 

mßY%h ;=, ia:dk.; lrhs' we;=,g f.k tk yd msg;g f.k hk øjH wêldÍ;ajfhka 

hq;= øjH nj;a ydksodhl oE i|yd wod, fkdjk nj;a ;yjqre lrKq ,nhs' ydksodhl 

;;a;ajhkag wod, hï hï oE y÷kd.; yels bf,lafg%dksl ix{d moaO;s /yeka.; lr 

tajd wdrCIl l=á ;=,g iudma; l, hq;=h'

      4.  ,dxPk l%u (Badge System)

  mß.Kl mßirhg we;=,ajk mqoa.,hd ukd wêldÍ;ajhla iys;j meñfKk nj ;yjqre 

lsÍug fuu ,dxPk l%uh Ndú;d lrhs' fiajlhska fukau wuq;a;ka o fuu ,dxPk 

me,¢h hq;=h' ,dxPk lshùï mÈO;s u.ska wêldÍ;ajh iys; mqoa.,hska meïfKk nj 

;yjqre lr .kS'

      5.  oaú;aj oajdr l%u (Double Door System)

  wdrCIs; ia:dkhg we;=,aùug fmr we;=,ajk mqoa.hska myiqfjkau wdrCIlhska fj; fhduq 

lsÍfï l%uhla f,i oaõ;aj oajdr l%uh y÷kajd Èh yel' m%fõY jkkkaf.a wêldÍ;ajh 

04
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myiqfjka ;yjqre lr .ekSula fuys§ isÿ l, yel' 

      6.  w.=¨ yd h;=re (Locks and Keys)

  fuh nyq,j Ndú;djk l%uhls' h;=re wu;rj ieliSu myiqfjka isÿl, fkdyels ksid 

fuh ;rula id¾:lh' fndfyda w.=¨ fla;kdxl iys;h' ^hï lsis rgdjlg tìh hq;= 

fnd;a;ï iys; w.=¨& fuu w.=¨ Ndú;d l, rgdj iy Ndú;d l, hq;= rgdj iÕjd ;nk 

neúka wjir ,;a wêldÍ;ajhla we;s whu m%fõY fõ' 

      7.  Wmia: úÿ,sh (Backup power)

  mß.Kl fiajdjka h:d mßÈ mj;ajdf.k hdug;a idudkH úÿ,sh ì| jeàï j,§ jk 

ydks j,ld .ekSug;a jvd;a fhda.H úi÷ula f,i Wmia: úÿ,sh Ndú;h y÷kajd Èh 

yel' fláld,Sk úÿ,s ì| jeàï j,§ negß u.ska Wmia: úÿ,sh iemfha' úkdä 15 - 30 

g jeä úÿ,s ì|jeàï j,§ úÿ,s ckl hka;% Ndú;h fhda.H fõ' 

 8. ffcj m%fõY md,khka (Biometric Access Controls)

  ffcj wdodk Wmdx. jvd;a fhda.H m%fõY md,k l%uhls' ,dxPk l%uh yd tlu wdldrhlska 

l%shd;aul jqjo ,dxPk j,g jvd fuh id¾:lh' ffcj md,k Wmdx. u.ska" w.s,s yd 

w;a i<l=Kq" y~" wd§ úúO ffcj idOl mßf,dalkh lrhs' fuu idOl ke;sùu" fidrd 

.ekSu"fyda fjk wfhl=g ,nd§u wdÈh isÿ fkdjk neúka jvd;a wdrCIs;h'wvq meñKsula 

we;s by, wdrCIdjla wfmaCIs; ia:dk j,g fuu l%uh jvd;a fhda.H fõ' 

 9. jevìï f;aÍu (Site selection)

  mß.Kl mßirh msysgqjk N+f.da,Sh ia:dkh ms,sn| fuys§ ie,ls,su;a fõ' fuys§ wvq 

wjodkï ia:dk f;dard.; hq;=h' WodyrK f,i ±j wdY%s;j kï .sks .ekSfï wjodkula 

we;' N+ï lñmd wdÈh isÿjk ia:dk fyda Bg hdno m%foaY fhdod.ekSu fhda.H fkdfõ' 

.xj;=r wdÈh nyq,j isÿjk ia:dk f;drd .ekSu c,ydks we;slrhs' .=jka hdkd we;=¨jk 

yd msgjk ia:dko fhda.H fkdfõ' ÿïßh ud¾. j,g hdnoj mej;Su wkjYH fooreï 

we;s lrhs'

 10. .sks ksùu (Fire extinguishers)

  o;a; ieliqï fukau o;a; yd mß.Kl mßirhg isÿjk ndOdjka je,elaùug .sksydks 

je,elaùu jvd;a jeo.;a fõ' .sks we;sjk uQ,dY%hkaf.ka mßndysrj mß.kl myiqlï 

mßirh mej;Su jvd;afhda.H fõ ^wdmkYd,d" uq¿;eka f.j,a wd§&" tfukau oykh 

fkdjk øjH j,ska jgmsgdj ielish hq;=h' .sks ksùï WmlrK ksismßÈ ia:dk .; lsÍu 

isÿl, hq;=h' .sks.ekSï wjia:djlg uqyqK §u i|yd fiajlhska mqyqKql, hq;=h' 

  ldnkavfhdlaihsâ .sks ksjk WmlrK fhdod.ekSu iqÿiqh' .sks.kakd ia:dkfhka 

TCIScka bj;a lsÍu i|yd ldnkavfhdlaihsâ úÈkq ,nhs' c,h Ndú;d lsÍu fujeks 

mßirhl ydksh jeä lrhs'

 (,l=Kq 06)

(c) ke;'

 wdrlaIl uDÿldx. Ndú; lsÍfuka mß.Kl wdrlaId l< yelsh' tneúka uDÿldx. hdj;ald,Sk 

lrkafka kï wjodku wju fõ' m%;s,dN wjodkïj,g jvd jeäh'

(,l=Kq 03)
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(d)

06 mßÉfÊoh - f;dr;=re ;dlaIKfha ffk;sl rduqj

jd¾Isl kv;a;= fldka;%d;a;=jla (AMC) hkq iud.u úiska imhkq ,nk fkdñf,a ksIAmdok 

fiajd l,a bl=;a ùfuka miq Tjqkaf.a ksIamdok ksis fiajd ;;a;ajfha mj;ajd .ekSug WmldÍ jk 

msßjehlska iud.ï úiska mdßfNda.slhkag imhkq ,nk fiajdjls' fuu .súiqu mdßfNda.slhd 

iy ksIamdolhd $ fiajd uOHia:dkh w;r w;aika flf¾' wjYH ish¨u mÍlaId lsÍï iy 

lghq;= isÿ lrñka jir mqrdjg ksIamdÈ;fha ukd meje;au iy .=Kd;aul ls%hdldß;ajh ;yjqre 

lrkq ,nhs'

(,l=Kq 03)
(uq¿ ,l=Kq 15)

6 jk m%Yakh i|yd fhdað; W;a;r

 04 mßÉfÊoh - joka ieliqï uDÿldx.

(a)
i. Print Preview - uqøKhg fmr tys wdlD;sh uqøKhg miqj flfia o hkak ;srfha fmkajk 

wx.hhs'

ii. Track Changes - "Track Changes" hkq Microsoft Word ys f,aLkhl ^document& isÿ lrk ,o 

fjkialï fidhd.ekSfï ^track& úê l%uhls' túg Tng tu fjkialï ms<s.ekSu fyda m%;slafIam 

lsÍu f;dard.; yelsh'

iii. Auto Text - "AutoText" hkq Microsoft Word ys f,aLk ks¾udKh fõ.j;a lsÍug myiq l%uhls'

iv. Restrict Editing - ixialrK uqrmohla ^Edit password& Ndú;fhka f,aLkh wyUq f,i 

fjkiaùu wlS%h lrhs'

v. Navigation Pane - Navigation pane yryd f,aLkh ;=< ixp,kh ̂ Navigate& ùfï wjia:dj Wod 

fõ' 
vi. Superscript - Superscript hkq ixLHdjl n,h m%ldY lsÍu fyda wxlhg miqj Ndú; lrk 

o¾Ylh ^Wod' th/rd& y÷kajk kduhhs'

(tla fldgilg ,l=Kq 02 ne.ska ,l=Kq 12)

b) Tõ" uu by; m%ldYh iu. tlÕ fjñ'

jpk .Kka lsÍfï wx.h ^word count feature& Ndú; lrñka f;dard.kakd ,o fldgil fyda 

iïmQ¾K f,aLkfha wlaIr" jpk" f¾Ld yd fþo wdÈh ksjerÈj fidhd .ekSfï yelshdj ,efí'

(,l=Kq 03)
(uq¿ ,l=Kq 15)
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7 jk m%Yakh i|yd fhdað; W;a;r

(a)

05 mßÉfÊoh - bÈßm;a lsÍï iy uQ,sl ls%hdldrlï

i. Slide Template - Slide Template hkq f;audjla iy úl=Kqï bÈßm;a lsÍula ^sales presentation&" 
jHdmdr ie,eiaula ^business plan& fyda mka;s ldur mdvï ^classroom lesson& jeks ksYaÑ; 

ld¾hhla i|yd ie,iqKq wka;¾.;hls' Templateys tlg ls%hd lrk wx.hka ^mdg" wlaIr 

wdldr" miqìï" effects& wjYH bÈßm;a lsÍu lsÍug wjia:dj ,nd foa'

ii. Clipboard - f,aLkhlska cut l< fyda copy l< o;a; ;djld,slj .nvd lrk Tfí mß.Kl 

u;lfha we;s úfYaI ia:dkhls' hula clipboardys .nvd l< úg th kj ia:dkhl we,úh 

^paste& yelsh' Tn fjk;a hula cut fyda copy lrk ;=re fyda mß.Klfhka bj;a jk;=re 

clipboard tys f;dr;=re r|jd ;nd.kS'

iii. Slide Transition – slide transition hkq tla tla slide w;r iÔùlrKh ^animation& ùuls' 

ksoiqkla f,i" tla tla slide we;=<g fyda msg;g uelS hdug fade transition Ndú; l< yelsh'

iv. Slide Animations – Slide Animations u.ska slide tll we;s jia;+ka slide ;=< yd jfÜg .uka 

lrk wdldrh md,kh lrhs' Tng powerpoint slide ys we;s jia;+ka iÔùlrKh (animate) l< 

yelsh' 
v. Slide Size - iEu ;srhlu (Laptop, Tablet, TV) fjkia yevhla fyda o¾Yk wkqmd;hla we;s w;r 

th ;srfha m<, yd Wi úia;r lrhs' o¾Yk wkqmd;h fjkiaúh yels ksid tlu mj¾fmdhskaÜ 

^powerpoint& f.dkqj iEu Wmdx.hlu fjkia f,i Èiafõ'

vi. Slide Library – Office SharePoint Server ls%hd;aul jk slide library tll .nvd lsÍfuka 

lsishï flfkl=g tla tla powerpoint slide l<ukdlrKh lsÍug;a" kej; mÍlaId lsÍug;a 

yelsh' slide library  tl fj; m%fõYh we;s Tyqg iy Tyqf.a i.hkag slide library h fj; 

slides tl;= lsÍug" slides we;=<;a lsÍulg" slides ys fjkialï isÿ lsÍug" slides ys isÿlr we;s 

fjkialï ksÍlaIKh lsÍug iy slide tll kj;u wkqjdoh (latest version) fidhd .ekSug 

yelsh'

 (tla fldgilg ,l=Kq 02 ne.ska ,l=Kq 12)
b)
 
 05 mßÉfÊoh - bÈßm;a lsÍï iy uQ,sl ls%hdldrlï

• wka;¾cd,h (WWW), Ndú; lsÍfuka Google wdodk fuj,ï we;=¿j fndfyda fjí wvúj, 

bx.S%is fkdjk wlaIr h;=re,shkh (type) l< yels fia u wl=re rEmigyka f,i o we;=<;a l< 

yels h'

• lsishï mqoa.,fhl=g isxy, yd øúv wl=re wka;¾cd,fhka nd.; lr mj¾fmdhskaÜ ys we;=<;a 

l< yels h'

(,l=Kq 03)
(uq¿ ,l=Kq 15)
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Notice : 

These answers complied and issued by the Education and Training Division of AAT Sri Lanka 
constitute part and parcel of study material for AAT students.
These should be understood as Suggested Answers to question set at AAT Examinations and should 
not be construed as the “Only” answers, or, for that matter even as “Model Answers”.
The fundamental objective of this publication is to add completeness to its series of study texts, 
designs especially for the benefit of those students who are engaged in self-studies. These are 
intended to assist them with the exploration of the relevant subject matter and further enhance their 
understanding as well as stay relevant in the art of answering questions at examination level.
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