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a) (i)  fzf;F ,yf;fk;.           (2 Gs;spfs;) 

 (ii)  fhuzk; : xt;nthU epiyahd itg;Gk; jpwf;Fk; NghJ fzf;F ,yf;fkhdJ 
jdpj;jd;ikahdjhFk;. fzf;fpyf;fj;ij efy;gLj;j KbahJ. Nj.m.m.,y. 
,id gpujhd Gyj;jpw;F fUj;jpy; nfhs;sKbahJ Vnddpy; xUtu; ,uz;lhtJ 
epiyahd itg;Gf; fzf;ifj; jpwf;Fk;NghJ Nj.m.m.,y. MdJ 
efy;gLj;jg;gLk;.              

                        (2 Gs;spfs;) 
 

b)  

Gyj;jpd; ngau; juT tif  

fzf;fpd; ,yf;fk; Short text 

FLk;gg; ngau; Short text 

Nj.m.m. ,yf;fk; Short text 

Muk;gj; jpfjp Date / Time 

jtiz Number 

njhif Currency 

tl;b tPjk; Number 

Kd;Dupik tq;fpapay; thbf;ifahsu; Yes /No 

 

(8 Gs;spfs;) 
 

c) - KbTg; gadu; 

- juTj;js epu;thfp 
- gad;ghl;L epuyhsu;  

(3 Gs;spfs;) 

(nkhj;jk; 15 Gs;spfs;) 



(a)  
 (i)  Sections : ,J mspf;ifapYs;s gltpy;iyfis ,uz;L my;yJ gy FOf;fshf 

gpupg;gjw;F ,lkspf;fpwJ. mjpf gltpy;iyfisf; nfhz;l ngupa mspf;iffis 

FOf;fshf gpupf;f tbtikf;fg;gl;Ls;sJ.  

   
 (ii) Themes : Themes MdJ epwq;fspd;> vOj;JU kw;Wk; tpNrl Njhw;wq;fisf; 

nfhz;l gFjpahFk;. xU jpwikahd tbtikg;ghsu; gtu; nghapd;by; xt;nthU 

“Theme” ,idAk; cUthf;f KbAk;. “Theme” ,d; %yk; gltpy;iyapy; tables, 
SmartArt, shapes my;yJ charts vd;gtw;iw gpuNahfpf;f KbAk;.    

  
 (iii)  Transitions  : Transitions MdJ gtu; nghapd;l; gltpy;iy my;yJ glk; 

MdJ xd;wpypUe;J mLj;jjw;F vg;gb khw Ntz;Lk; vd;gjidj; jPu;khdpf;fpwJ. 

,J cq;fs; mspf;ifia NkYk; Rthu];akhf;FfpwJ. ,jd; %yk; rpwg;G 

xypfisAk; cq;fs; mspf;ifapy; cUthf;fpf;nfhs;syhk;. gltpy;iy rhjhuzkhf 

kiwaNth my;yJ fz;izf;ftUk; tifapy; mLj;j gltpy;iyf;F khWk; 

tifapNyh ,jd; %yk; nra;ayhk;. 

    
 (iv)  Animations : gtu; nghapd;by; vOj;Jf;fs; kw;Wk; cUtq;fs;> glq;fs; vd;gtw;iw 

Animation nra;a KbAk;. Animations ribbon ,y; mjw;Fupa fUtpfSk; njupTfSk; 

cs;sJ. gltpy;iyapy; cs;s tplaq;fis ,jd; %yk; ,yFthf thrpf;f KbAk;.    
 
 (v)  Macros : Macros MdJ gtu; nghapd;l; nraw;ghl;bid tpiuT kw;Wk; 

,yFthf;FfpwJ. ePq;fs; njhlu;r;rpahf eltbf;iffis jhdpaq;F nra;ayhk; kw;Wk; 

gltpy;iyf; fhl;rpapd; jpwid mjpfupf;fyhk;. mspf;ifapd; NghJ Neuj;ij 

Nrkpf;fTk;> mspf;ifapd; jd;ikia cau;j;jTk; cjTfpwJ.   

 
 (vi)  Slide Master : vy;yh gltpy;iyapy; xNu vOj;JU kw;Wk; glq;fs; Njhd;w 

Ntz;Lkhapd; Slide Master ,idg; gad;gLj;jp nra;a KbAk;.  

(12 Gs;spfs;) 
 
 
(b) ikf;Nuhrhg;l; gtu; nghapd;l; 2016 ,y;> “Present Online Feature” ,idg; 

gad;gLj;Jtjd; %yk; mspf;ifapidAk; “Office Presentation Service” ,idAk; 
,izf;f KbAk;. xt;nthU ghu;itahsUk; ,izaj;ijg; gad;gLj;jp 

,t;tiyg;gf;fj;ij mZf KbAk;. nrhLf;Ftjd; %yk; mspf;ifia ghu;f;fKbAk;. 
 

(3 Gs;spfs;) 

(nkhj;jk; 15 Gs;spfs;) 



(a)  Mozilla Firefox, Google Chrome, Internet Explorer    
(3 Gs;spfs;) 

 

(b)    
 (i)  Home : ,jd; %yk; gadu; kPz;Lk; ,ayghd(Default) ,zag;gf;fj;jpw;F 

jpUk;g gad;gLfpwJ. cyhtpiaj; jpwf;Fk; NghJk; ,g;gf;fNk Njhd;Wk;.  

  
 (ii)  Back : Back nghj;jhd; MdJ jw;NghJ cs;s gf;fj;jpw;F Ke;jpa gf;fj;jpw;F 

nry;Yk;. 

  
 (iii)  Reload : ,izag;gf;fj;ij ,iza Nrtfj;jpy; Reload nra;fpwJ. 
 
 (iv)  Bookmarks : gadupdhy; njupT nra;ag;gLk; ,izaj;jsk; my;yJ 

gf;fj;ij Nrfupf;Fk; Nfhg;GiwahFk;. 

  
 (v)  Private Window / Incognito Window : gadu;fspd; ,iza 

cyhtpj;jfty;fis fzpdpapy; Nrkpg;gijj; jtpu;f;fpwJ. tpNrlkhf ePq;fs; 

nghJf; fzpdp my;yJ gfpug;gl;l fzpdpia gad;gLj;Jk; NghJ cq;fs; 

rk;ge;jg;gl;l jfty;fSf;F jdpj;jd;ik kw;Wk; ghJfhg;igAk; jUfpwJ. 

“Incognito Window” cyhtpiag; gad;gLj;JtJ gupe;Jiuf;fg;gLfpwJ. 
 
 (vi)  Addons / Extensions : “Add-on” kw;Wk; “Entension” vd;gd 

nrhUfpfshFk;(Plug in) mJ ,iza cyhtpapd; nraw;ghl;il mDkjpf;fpwJ.  
(12 Gs;spfs;) 

 



 

(nkhj;jk; 15 Gs;spfs;) 

 



(a)  

(i)  Thesaurus : “Thesaurus” ,idg; gad;gLj;jp ePq;fs; “Synonyms” (ntt;NtW 

nrhw;fs; xNu fUj;J) kw;Wk; “antonyms” (vjpu;f;fUj;Jr; nrhw;fs;) 

,idg;ghu;f;fKbAk;. 

  
(ii)  Track Changes :  cq;fs; Mtzj;jpy; khw;wq;fis ahu; cUthf;fyhk; vd;gij 

ePq;fs; ghu;f;f tpUk;Gk; NghJ ePq;fs; “Track changes” vDk; mk;rj;ijj; jpwf;f 

Ntz;Lk;. ePq;fs; “Track changes” ,id epWj;Jk; NghJ nrhy; Gjpa khw;wj;ij 
nra;tij epWj;JfpwJ. ePq;fs; mtw;iw mfw;Wk; tiu> Vw;fdNt gjpTnra;ag;gl;l 

ve;j khw;wq;fSk; Mtzj;jpy; Fwpf;fg;gLk;. 

(iii) Table of Contents : ‘TOC” MdJ njhopy;rhu;e;j Mtzj;jpy; xU Kf;fpa nghJ 

mk;rkhFk;. ikf;Nuhrhg;l; Ntl; MdJ ve;jnthU tbtpidg;(style) gpuNahfpf;fhky; 
xU “TOC” cUthf;Ftjw;fhd tha;g;G mDkjpg;gjd; %yk; ePq;fs; Fwpg;gpl;l 

gFjpapy; xU nrhy; my;yJ nrhw; FOf;fs;; “TOC” %yk; cUthf;fpf; nfhs;syhk;.    

(iv)  Page Break : ikf;Nuhrhg;l; Ntl; MdJ ePq;fs; Mtzk; xd;iw cUthf;Fk; NghJ 

xt;nthU gf;fj;jpd; KbtpYk; jd;dpr;irahf “Page break” ,id nrUFfpwJ. 

ePq;fs; jd;dpr;iraw;Wk; Mtzj;jpy; NtW vt;tplj;NjDk; “Page break” ,id 

Nru;f;f KbAk;. “Page break” ,id Nru;j;j gpd;> njhlf;fg;Gs;sp Gjpa gf;fj;jpw;F 
efu;e;JtpLk;. 

 
(v)  Watermark : ePu;f;Fwpfs; MdJ ciu my;yJ glq;fs; %yk; Mtzj;jpy; 

vOj;Jf;fSf;F gpd;Gwk; mike;jpUf;Fk;. “Draft” my;yJ “Confidential” Nghd;w 
ciu ePu;f;FwpfisAk; cq;fs; Mtzq;fspy; Nru;j;Jf;nfhs;syhk;. ikf;Nuhrhg;l; 

Ntl;by; ePu;f;Fwp fhl;rpafk; cs;sJ. fk;gdp FwpaPL Nghd;W cq;fs; tpUg;gg;gb 

cUthf;fpAk; nfhs;syhk;. 

 
(vi)  Themes :  “Theme” ,idg; gpuNahfpj;J cq;fs; Mtzj;ij kpfTk; tpiuthfTk;> 

,yFthfTk; xU rpwe;j Mtzkhf;fpf; nfhs;syhk;. “Theme” MdJ xU njhFjp 

epwq;fs;> xU njhFjp vOj;JUf;fs; kw;Wk; xU njhFjp fUg;nghUs; Njhw;wq;fisf; 

nfhz;l tbtikg;Gj; Nju;thFk;.    

(12 Gs;spfs;) 

(b) “SmartArt” MdJ fhl;rprhu; mspf;ifj; jftyhFk;> gy NtWgl;l jsf;Nfhyj;jpypUe;J 

tpiuthf kw;Wk; ,yFthf ,jid cUthf;fpf;nfhs;syhk;.  

“WordArt” MdJ kpftpiuthf ciuf;F tpNrl tbtikg;ig toq;FfpwJ. “WordArt” 
fhl;rpaiwapy; ,Ue;J tbtikg;Gf;fisg; ngwyhk;. 

(3 Gs;spfs;) 

(nkhj;jk; 15 Gs;spfs;) 




