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          gFjp - A
FWNehf;F tpdhf;fhd tpilfs;(OTQs)
,UgJ (20) fl;lha tpdhf;fs;.

(nkhj;jk; 40 Gs;spfs;)

tpdh 01w;fhd gupe;Jiuf;fg;gl;l tpilfs; 
 tpdh  tpil

1.1 3 mj;jpahak; 01 - juTj; jsKk; mjd; Kf;fpa nraw;ghLfSk;

1.2 1 mj;jpahak; 04 - nrhy; nrayhf;fnkd;nghUs;

1.3 2 mj;jpahak; 02 - tphpjhSk; mjd; gpujhd njhopw;ghLfSk;

1.4 2 mj;jpahak; 03 - ,izaKk; fzf;fPl;Lr; #oypy; mjd; gpuNahfKk;

1.5 4 mj;jpahak; 05 - mspf;iffSk; mjd; gpujhd nraw;ghLfSk;

1.6 3 mj;jpahak; 08 - tpahghu jfty; Kiwik (ERP)

1.7 4 mj;jpahak; 04 - nrhy; nrayhf;fnkd;nghUs;

1.8 1 mj;jpahak; 03 - ,izaKk; fzf;fPl;Lr; #oypy; mjd; gpuNahfKk;

1.9 2 mj;jpahak; 03 - ,izaKk; fzf;fPl;Lr; #oypy; mjd; gpuNahfKk;

1.10 4 mj;jpahak; 03 - ,izaKk; fzf;fPl;Lr; #oypy; mjd; gpuNahfKk;

1.11 Functions mj;jpahak; 02 - tphpjhSk; mjd; gpujhd njhopw;ghLfSk;

1.12 COLUMN + ROW mj;jpahak; 02 - tphpjhSk; mjd; gpujhd njhopw;ghLfSk;

1.13 Tables mj;jpahak; 01 - juTj; jsKk; mjd; Kf;fpa nraw;ghLfSk;

1.14 Macros mj;jpahak; 04 - nrhy; nrayhf;fnkd;nghUs;

1.15 SQL mj;jpahak; 01 - juTj; jsKk; mjd; Kf;fpa nraw;ghLfSk;

1.16 HTTP mj;jpahak; 03 - ,izaKk; fzf;fPl;Lr; #oypy; mjd; gpuNahfKk;

1.17 gpio mj;jpahak; 03 - ,izaKk; fzf;fPl;Lr; #oypy; mjd; gpuNahfKk;

1.18 rup mj;jpahak; 07 - ghJfhg;G mk;rq;fs; kw;Wk; mZfy; fl;Lg;ghLfs;

1.19 rup mj;jpahak; 05 - mspf;iffSk; mjd; gpujhd nraw;ghLfSk;

1.20 rup mj;jpahak; 07 - ghJfhg;G mk;rq;fs; kw;Wk; mZfy; fl;Lg;ghLfs;

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

,yq;if fzf;fPl;Lj; njhopy; El;gtpayhsu; fofk;

fy;tp kw;Wk; gapw;rpg; gpupT

[dtup 2019 guPl;ir

(SS2) jfty; njhopEl;gtpay; jpwd;fs;
gupe;Jiuf;fg;gl;l tpilfs;

gpupT  A  ,d; epiwT
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tpdh 02w;fhd gupe;Jiuf;fg;gl;l tpilfs;

 mj;jpahak; 01 - juTj; jsKk; mjd; Kf;fpa nraw;ghLfSk;

(a) 
 Gyj;jpd; ngau;      juT tif

khztu; ,yf;fk;      ,yf;fk; my;yJ FWfpa ciu

FLk;gg; ngau;      FWfpa ciu

Nj.m.m. ,yf;fk;      FWfpa ciu

gjpTj; jpfjp       Neuk; jpfjp 

rpj;jpaile;j guPl;ir kl;lq;fs;    Nju;T epiyfs; FWfpa ciu  

       my;yJ ,yf;fk; 

cupa jpfjpf;Fs; nrYj;jg;gl;l gjpT kw;Wk;  ehzak; 

GJg;gpg;Gf; fl;lzq;fs;     FWfpa ciu

khtl;lk;        FWfpa ciu

nraw;ghl;L epiyapy; cs;shuh vd;gJ   Mk; / ,y;iy

  (08 Gs;spfs;)

(b)  1.  rpj;jpaile;j Nju;T epiyfs; 
 2.  khtl;lk;                  (02 Gs;spfs;)

(c) jftiyg; ngWtjw;F xU tpdtiy cUthf;f KbAk;.

 cjhuzkhf MS Access, (QBE) cjhuzk; %yk; tpdty;> mg;NghJ ehk; juTfis ftdpf;f 

Ntz;Lk;:

 juT :

 gjpT nra;jy;  kw;Wk; GJg;gpj;jy; fl;lzk; nrYj;jpa jpfjp> khtl;lk;> nraypy; khztu; 

jFjp.

 ,e;j epiyapy; khztu; nraw;ghl;L epiyapy; cs;shuh vd;gJ  = “N”
 nkhj;j nraw;ghl;L epiyapy; cs;s khztu; khtl;lj;jpd;  mbg;gilapy; FOthf ,Uf;f 

Ntz;Lk;

(05 Gs;spfs;)

(nkhj;jk; 15 Gs;spfs;)

tpdh 03w;fhd gupe;Jiuf;fg;gl;l tpilfs;

 mj;jpahak; 02 - tphpjhSk; mjd; gpujhd njhopw;ghLfSk;

(a) NOW:

 ,e;j nraw;ghlhdJ njhlu; ,yf;fj;ij jw;Nghija jpfjp kw;Wk; Neukhf khw;Wk;.

          gFjp - B
ehd;F (04) tpdhf;fSf;F kl;Lk; tpilaspf;f.

(nkhj;jk; 60 Gs;spfs;)
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(b) PV:

 ,e;j nray;ghL> jw;Nghija tl;b tpfpjj;ij mbg;gilahff; nfhz;l fld; my;yJ 

KjyPl;bd; jw;Nghija kjpg;igf; fzf;fpLfpwJ.

 Pv nray;ghL xU Fwpg;gpl;l fhy ,ilntspapy;> khwh nfhLg;gdTfSld; $ba (xU 

mlkhdk; my;yJ gpw fld;) my;yJ vjpu;fhy KjyPl;bd;kjpg;ig mwpayhk;.

(c) AND:

 mjd; midj;J kjpg;GfSk; cz;ikahf ,Ue;jhy; ,e;j nray;ghL TRUE I nfhLf;fpwJ.

 msTUf;fs;:

jUf;fk;  1:

jUf;fk;  1 & jUf;fk;  2 .... 1 Kjy; 255 tiu ePq;fs; Nrhjpf;f Ntz;ba epiyfisf; 

Fwpf;Fk;> ,J TRUE / FALSE my;yJ jUf;f kjpg;Gfs; tupirfs; my;yJ 

Fwpg;Gfshf ,Uf;fyhk;.

ju;f;fk; 2: Nky; cs;sthW njhlUk;.

(d) HYPERLINK:

 ,e;j nray;ghL cq;fs; FWtl;L> xU gpiza Nritafk; my;yJ ,izaj;jpy; 

Nrkpf;fg;gl;l xU Mtzj;ij jpwf;Fk; FWf;Ftopia cUthf;FfpwJ.

 msTUf;fs;:

Link_location:  Mtzj;jpw;fhd ghij kw;Wk; Nfhg;G ngaiu jpwf;Fk; ciu> td; ,lk; 
(Harddrive Location ) Kftup> UNC Kftup my;yJ URL ghij.

Friendly Name:  Ez;Ziuapy; fhl;lg;gLk; ciu my;yJ vz;. ,J  Gwf;fzpf;fg;gl;lhy;> 
link_location ciuia fhz;gpf;Fk;

(e) NPV:

 ,e;j nray;ghL fopT  tpfpjj;ijg; gad;gLj;jp xU KjyPl;bd; epfu jw;Nghija kjpg;G 
(NPV) kw;Wk; xU vjpu;fhy gzg; gha;Tfis fzf;fpLfpwJ.

 msTUf;fs;:

 tpfpjk;: xU fhyj;jpw;Fs; cs;s  fopT tpfpjk;.

 kjpg;Gfs;: gzg; gha;Tfis Fwpf;Fk; kjpg;G (fs;). (xd;W my;yJ mjw;F Nkw;gl;ljhf 

,Uf;fyhk;)

 (msTUf;fs; Fwpg;gpLjy;  khztu;fs; ,lk; ,Ue;J vjpu;ghu;f;ftpy;iy.)

 (xt;nthd;wpw;Fk; 03> nkhj;jk; 15 Gs;spfs;)
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tpdh 04w;fhd gupe;Jiuf;fg;gl;l tpilfs;

 mj;jpahak; 03 - ,izaKk; fzf;fPl;Lr; #oypy; mjd; gpuNahfKk;

(a)

1.  Kd;dDg;Gjy; (Forwarding) - kpd;dQ;ry; Kd;dDg;Gjy; nghJthf xU kpd;dQ;ry; 

Kftupf;F te;j xU kpd;dQ;riy kPz;Lk; gy kpd;dQ;ry; mDg;Gk; nray;ghl;il 

Fwpg;gpLfpwJ.

2. kpd;dQ;ry; ifnahg;gk; - kpd;dQ;ry; ifnahg;gk; mDg;Gdu; jftiy 

gpujpepjpj;Jtg;gLj;Jk; ciu kw;Wk; tiufiy rpj;jpuk; vd;gtw;iw Fwpf;Fk;.

 ,jpy; mlq;Fk; (ngau;> njhlu;G jfty;> Kftup> njhiyNgrp vz;> kpd;dQ;ry;> 

rpd;dk;  Nghd;wit)

3. Njitaw;w  kpd;dQ;ry; Nfhg;Giw / Njitaw;w  kpd;dQ;ry; (Spam Folder / Spam 
Mail) - - Njitaw;w  kpd;dQ;ry; ];Ngk;> [q;f; kpd;dQ;ry; vd;Wk; miof;fg;gLfpwJ> 

kpd;dQ;rypy; nkhj;jkhf mDg;gg;gLk; Nfhug;glhj nra;jpfs; (];Ngkpq;). cs; tUk;  

Nfhg;Giwia (Inbox)  ,ilA+W nra;ahky; xU jdp Nfhg;Giwapy; Nrkpf;fg;gLk; 
Njitaw;w kpd;dQ;ry;fs; / ];Ngk; Nfhg;Giw vdg;gLk;.

 (06 Gs;spfs;)

(b)

i.  CC vs BCC :

 CC kpd;dQ;rypd; efiy ,e;j fsj;jpy; Njhd;Wk; ve;j KftupapYk; mDg;gg;gLk;. 

rprp Kftupfs; kpd;dQ;rypd; nra;jp jiyg;Gld; Nru;f;fg;gl;Ls;sd> NkYk; ,e;j 

Kftupfs; midj;J ngWeu;fSf;F  njupAk;. vdNt> ,J ‘To:’ fsj;jpw;F xj;jjhf 
cs;sJ.

 BCC kiwKf efiy Fwpf;fpwJ. kpd;dQ;rypd; efiy ,e;j fsj;jpy; Njhd;Wk; 

ve;j Kftupf;Fk; mDg;gg;gLk;> Mdhy; me;j Kftupfs; mDg;gg;gl;l kpd;dQ;rypd; 

nra;jp jiyg;Gfspy; Njhd;whJ.

 vdNt> ‘To’ kw;Wk; ‘CC’ Jiwapd; ngWeu;fs; BCC fsj;jpYs;s ngWeu;fSf;F 

mDg;gpa jfty; njupahJ.

ii.  Reply vs Reply to All :

 Reply - mry; kpd;dQ;riy mDg;gpa egu; my;yJ kpd;dQ;ry; Nfhu;itapy;  filrp 

nra;jpia mDg;gpa egUf;F mDg;Gk; gjpy; kpd;dQ;ry;.

 Reply All - kpd;dQ;ry; Nfhu;itapy; cs;s midtUf;Fk; ePq;fs; gjpyspf;f ,r; 

nray;ghL gad;gLk;.  “To” my;yJ “CC”  fsq;fspy; (Fields) cs;s gpw ngWeu;fSf;Fk; 

ePq;fs; mDg;gpa kpd;dQ;ry; nra;jp kw;Wk; Kftup njupAk;.

(06 Gs;spfs;)
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(c)  ehd; xj;Jf;nfhs;tjpy;iy

 MIME Nghd;w kpd;dQ;ry; juepiyfs; ve;j kpd;dQ;ry; ,izg;Gfspd;  msT tuk;igAk;  

Fwpg;gpltpy;iy> Mdhy; eilKiwapy; kpd;dQ;ry; gadu;fs;> ,izak; KOtJk; 

kpfg;ngupa my;yJ gy;NtW tifahd ,izg;Gf;fis ntw;wpfukhf mDg;g KbahJ 

vd;gij mwptu;.

 ,jw;F gpd;tUk; tuk;Gfs; / vy;iyfs; fhuzkhFk;:

•  kpd;dQ;ry; mikg;Gfs; mbf;fb jd;dpr;irahf msit fl;Lg;gLj;jp> mtw;wpd; 

gadu;fis rku;g;gpf;f mDkjpf;fpd;wd.

•  ngWeu; kpd;dQ;ry; mikg;Gfs; Fwpg;gpl;l msT my;yJ tifapyhd ,izg;GfSld; 

cs;tUk; kpd;dQ;ry;fis epuhfupf;ff;$Lk;.

(03 Gs;spfs;)

(nkhj;jk; 15 Gs;spfs;)

tpdh 05w;fhd gupe;Jiuf;fg;gl;l tpilfs;

(a)

 mj;jpahak; 03 - ,izaKk; fzf;fPl;Lr; #oypy; mjd; gpuNahfKk;

•  rhj;jpakhd thbf;ifahsu; jsk; - ,izak; epWtdj;jpw;F cldbahf cyfshtpa 

ghu;itahsu;fis toq;FfpwJ. gpd;du; cyfk; KOtjpYKs;s thbf;ifahsu;fs; 

me;epWtdj;jpd; jahupg;G kw;Wk; Nritfisg; gw;wp mwpaTk;  thq;fTk; KbAk;.

• vg;NghJk; %lg;glhj xU fil - ,izak; 24/7 nray;gLfpwJ. njhopy; KidNthu; xU 

,iza rpy;yiw filia cUthf;Ftjd; %yk; 24 kzp Neuk; ,aq;f $bajhf ,Uf;Fk;.

•  cyfshtpa tpw;gidahsu;  jsj;jpypUe;J> ,izaj;jsj;jpd; Clhf> tzpf epWtdq;fs;> 

jq;fSila  jahupg;Gfspd; Gjpa tbtq;fis fz;lwpa KbAk;.

•  tiyg;gpd;dy;  tha;g;Gfs; - mul;il miwfs;> kd;wq;fs;> Nghd;w gy njhlu;G Kiwfis 

,izak;  toq;FfpwJ. vdNt> njhopy;KidNthu;fSf;F re;ijg;gLj;jy;; kw;Wk; tpsk;gu 

EZf;fq;fs; Nghd;wtw;iw xNu tzpfj;jpy; cs;stu;fSld; ,yFthf gfpu;e;J nfhs;s 

KbAk;.

•  gaDs;s  nryT - xU ,iza  filia jpwe;J guhkupj;jy;> xU cz;ikahd filia 

guhkupg;gij tpl tuT nryTj; jpl;lj;jpd; xU gFjpNa  nrythFk;.

• ,iza tpsk;guk;  (cjhuzkhf kpd;dQ;ry; tpsk;guk;;> FB gf;fq;fs; Nghd;wit...) ,it 
ghuk;gupa Clfq;fis tpl Fiwthd tpiyapy;  fpilf;Fk;.

• Fiwf;fg;gl;l mQ;ry; nryTfs; - ,iza mQ;ry; tiyaikg;G %yk; cq;fs; 

thbf;ifahsu;fSldhd njhlu;ig ,izak; vspjhf;FfpwJ. tpthjf; FOf;fs;> mul;il 

miwfs; kw;Wk; r%f tiyg;gpd;dy; jsq;fs; Mfpait ghuk;gupa mQ;ry; nryT kw;Wk; 

gpw njhlu;Gf; nryTf;fhd Njitia Fiwj;jy; kw;Wk; ePf;Ftjd; %yk; Kd;dpiy mQ;ry; 

rhjdkhf tpsq;FfpwJ.
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•  Nkk;gLj;jg;gl;l jpwd;

•  mjpfupj;j tzpfk;

• ,izak; %yk; tpahghuk; nra;Ak; NghJ> ngsjPf filia; nfhz;bUf;f Ntz;ba 

mtrpakpy;iy. mjd;gb midj;J guhkupg;G kw;Wk; gad;ghl;L nryTfs; ePf;fg;glyhk;.

(06 Gs;spfs;)

(b)

 mj;jpahak; 03 - ,izaKk; fzf;fPl;Lr; #oypy; mjd; gpuNahfKk;

•  fzf;F epYitfis rupghu;f;fTk;> kPsha;T nray;ghL kw;Wk; fzf;F tuyhw;iw ,yFthf 

rup ghu;f;f KbAk; 

•  fzf;fpw;Fk; kw;w thbf;ifahsu;fSf;Fk; ,ilNaahd epjp gupkhw;wk;.

•  ntspaf gupNrhjid> Nrkpj;jy; my;yJ kw;nwhU cs;ehl;L epjp epWtdq;fspy; gzj;ij 

Nrkpj;J itf;Fk; Nrkpg;G fzf;FfSf;F gzk; mDg;Gjy;.

•  njhlu;r;rpahd kw;Wk; vjpu;fhy jpfjpapy; gupkhw;wq;fis nra;jy;.

•  tpiyg;gl;bay; nfhLg;gdTfis vspjpy; Nkw;nfhs;syhk;.

•  Neu Rje;jpuk; - ehspd; ve;j Neuj;jpYk; tq;fp trjpfis mZfyhk;.

•  epiyapaw; fl;lis toq;fg;glyhk;.

•  ,Ug;gpl Rje;jpuk; - juT / ifalf;f njhiyNgrp mZfy; cs;s tiu tq;fp ngsjpf 

fpisfis nghUl;gLj;jhky; tq;fp trjpfis mZfyhk;.

(03 Gs;spfs;)

(c)

 mj;jpahak; 03 - ,izaKk; fzf;fPl;Lr; #oypy; mjd; gpuNahfKk;

•  Gjpa flTr;nrhy;iyg; ngWtjw;F tq;fpf;F ifnahg;gkplg;gl;l flTr;nrhy; kPl;G fl;lisia  

rku;g;gpf;fTk;

• jghy; %yk; flTr;nrhy;iy kPz;Lk; ngwy; (tq;fp fpisf;F Nfhupf;ifia clDf;Fld; 

toq;fpa gpwF)

• ghJfhg;G Nfs;tpia rupahf gjpyspg;gjd; %yk; cq;fs; milahsj;ij rupghu;f;fTk;. 

gpd;du; gjpTnra;ag;gl;l ifalf;f njhiyNgrpf;F my;yJ kpd;dQ;rYf;F tq;fp flTr;nrhy; 

kPl;G FwpaPl;il  mDg;Gk;.

(03 Gs;spfs;)

(d)

 mj;jpahak; 08 - tpahghu jfty; Kiwik (ERP)

•  mstPly;

• Nkk;gLj;jg;gl;l mwpf;if
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• juT juk;

• nray;ghl;L eltbf;iffspd; Fiwe;j nryT

• tzpf gFg;gha;T

• Nkk;gLj;jg;gl;l juT mZfy;

• rpwe;j tpepNahf rq;fpyp

• rpf;fyhdJ Fiwf;fg;gl;lJ

• xOq;FKiw ,zf;fk;

• rpwe;j thbf;ifahsu;fspd; cwT Nkyhz;ik

(03 Gs;spfs;)

(nkhj;jk; 15 Gs;spfs;)
tpdh 06w;fhd gupe;Jiuf;fg;gl;l tpilfs;

 mj;jpahak; 04 - nrhy; nrayhf;fnkd;nghUs;;

(a)
i.  Page orientation - gf;f jpirg;Nghf;F  

 ,J xU Mtzk; fhl;lg;gLk; my;yJ mr;rplg;gLk; jpirahFk;. gf;f jpirg;Nghf;F  

,uz;L mbg;gil tiffs; cUtg;glk; (nrq;Fj;J) kw;Wk; epyg;gug;G (fpilkl;l) 

MFk;. KO Mtzj;jpd; Nehf;Fepiyia khw;w> jstikg;G> jpiraikT vd;gijj; 

Nju;e;njLf;fTk;. Select Layout > Orientation.

ii.  Format Painter  tbtikg;G Xtpau;

 ePq;fs; xU cUg;gbapypUe;J kw;nwhU cUg;gbf;F efnyLf;f tpUk;Gk; NghJ ,J 

gad;gLj;jg;gLfpwJ.

 cjhuzkhf> ePq;fs; Word ,y; ciu vOjg;gl;bUe;jhy;> mJ xU Fwpg;gpl;l vOj;JU 

tif> tz;zk; kw;Wk; vOj;JU msT Mfpatw;iwg; gad;gLj;jp tbtikf;f 

Ntz;Lk; vdpd; tbtikg;G Xtpau;nray; %yk; kw;nwhU cUg;gbf;F efnyLf;f 

KbAk;.

iii.  Show/Hide - fhl;L / kiw nray;ghL

 ,J xU Mtzj;jpy; tof;fkhfg; gad;gLj;Jk; gy mr;rplg;glhj vOj;Jfs; 

gytw;iwf; fhl;L / kiw nray;ghL fhz;gpf;Fk;;. ,e;j vOj;Jf;fs; ,ilntspfs;> 

jhty;fs;> ge;jp Fwpfs; kw;Wk; rpy NtWgl;l vOj;Jf;fs; Mfpait mlq;Fk;.

 Mtzq;fisj; jpUj;Jk; kw;Wk; tbtikf;Fk; NghJ> cq;fs; vOj;J Njhw;wj;ij 

ghjpf;ff;$bajhy;> ,e;j vOj;Jf;fisg; ghu;g;gJ ngUk;ghYk; gaDs;sjhf ,Uf;Fk;.

 mr;rplg;glhj  cUf;fis fhl;l rhjhuz top fhl;L / kiw nray;ghl;il (,J xU;  
p vjpu;kiw tbthdJ)

iv.  AutoText - jd;dpaf;f ciu

 ,e;j trjpia ePq;fs; xU nrhw;fsQ;rpak; my;yJ xU RUf;fk; gad;gLj;jp cs;spl;l 

KbAk; nghJthf gad;gLj;jg;gLk; thu;j;ijfs; my;yJ nrhw;nwhlu;fis Nrfupf;f 

mDkjpf;fpwJ.

07
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v.  Print preview - mr;R Kd;Njhw;wk;

 mr;R Kd;Njhw;wk; xU mr;Rg;nghwpf;F mDg;gg;gLtjw;F Kd;du; xU gf;fk;> Mtzk; 

my;yJ NtW ve;jg; nghUisAk; fhz;gpf;Fk; xU nray;ghL.

 mr;R Kd;Njhw;wk; gadu;fSf;F xU gaDs;s nray;ghlhFk;> ,J ,Wjp mr;rplg;gl;l 

nghUs; vt;thW Njhd;Wk; vd;gijg; ghu;f;f cjTfpwJ.

 ,J jpl;lkplg;gl;l ,Wjp tbtj;ij mila cs;slf;fj;ij mr;rpLtjw;F 

Kd;G> jsj;ij rupghu;f;f my;yJ rupnra;Ak; tha;g;ig mspf;fpwJ my;yJ ve;j 

rpf;fy;fisAk; jPu;f;Fk; tha;g;igAk; ,J toq;FfpwJ.

(xt;nthd;wpf;Fk;  02 Gs;spfs;  tPjk;> nkhj;jk; 10 Gs;spfs;)

(b)  mQ;ry; ,izg;G – Mail merge
 mQ;ry; ,izg;G gy Mtzq;fis xNu Neuj;jpy; cUthf;f gad;gLfpwJ. ,e;j 

Mtzq;fs; xj;j mikg;G> tbtikj;jy;> ciu kw;Wk; tiufiyfis Mfpatw;iw 

cs;slf;Fk;. xt;nthU Mtzj;jpd; Fwpg;gpl;l gFjpfs; kl;LNk NtWgLfpd;wd mit 

jdpg;gad;ghl;bf;F Vw;g khw;wpaikf;fg;gLfpwJ. mQ;ry; ,izg;G %yk; thu;j;ijfis 

cUthf;fyhk;> nkhj;j Nygps;fs;> fbjq;fs;> ciwfs; kw;Wk; 

 kpd;dQ;ry;fs; Mfpait mlq;Fk;. 

 mQ;ry; ,izg;G nray;Kiw nghJthf gpd;tUk; gbfisj; Njitg;gLfpwJ:

•  xU Kf;fpa Mtzj;ij cUthf;Fjy; my;yJ jdpg;gadhf;f Ntz;ba thu;g;GUit 
(Template) cUthf;Fjy;.

•  xU juT %yj;ij cUthf;Fjy;. (ngWeu;fspd; gl;bay; jahupf;fTk; - juT 

%yq;fs;)

•  gpujhd Mtzj;jpy; Merge Gyq;fis tiuaWj;jy;. nkapy; xd;wpizg;igj; 

njhlq;fTk;> Kf;fpa Mtzj;ijj; jpwf;fTk; gpd; kpd;dQ;riy xd;wpizj;J> 

ngWeupd; gl;baiy Vw;wTk;.

•  Kf;fpa Mtzj;Jld; juit ,izj;jy;. xd;wpize;j Gyq;fisj; Nju;e;njLq;fs;.

•  xd;wpizj;J Kd;Njhw;wj;jpid ghu;it ,l;l  gpd; kw;Wk; xU Gjpa Mtzj;jpy; 

Nrkpf;fTk;.

(05 Gs;spfs;)

(nkhj;jk; 15 Gs;spfs;)
tpdh 07w;fhd gupe;Jiuf;fg;gl;l tpilfs;

 mj;jpahak; 05 - mspf;iffSk; mjd; gpujhd nraw;ghLfSk;

(a) gltpy;iy 1 vd;gijj; Nju;e;njLf;fTk; > Insert > Explorer ,y; ,Ue;J glf; Nfhg;igj; 
(gbkj;ij) Nju;e;njLf;fTk;> nghUj;jkhd ,lk; kw;Wk; msT vd;gtw;iw rup nra;f.

 Select Slide 1 > Select Insert > Select Image file from Explorer > Position at appropriate location 
and size

(02 Gs;spfs;)
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(b) gltpy;iy 1 > glj;ijj; Nju;e;njLf;fTk; > Hyperlink I Nju;e;njLf;fTk; > ,e;j 
Mtzjijj;; Nju;e;njLf;fTk; > gltpy;iy 6 Ij; Nju;e;njLf;fTk;

 Select Slide 1 > Select Image > Select Insert Hyperlink > Select in this document > Select Slide 
6

(03 Gs;spfs;)

(c) gltpy;iy 2 I Nju;e;njLf;fTk; > ciuahly;fisj; Nju;e;njLf;fTk; > Gy;yb kw;Wk; 
vz;zpiyj; Nju;e;njL > Gy;ybia Nju;e;njL > glj;ij Nju;e;njL > Nfhg;gpy; ,Ue;J 
> glf; Nfhg;igj; Nju;e;njL

 Select Slide 2 > Selext Text Bullets > Select Bullets and Numbering > Select Bullets > Select 
Picture > From file > Select the Image file

(02 Gs;spfs;)
(d) gltpy;iy 3 I Nju;T > Insert I  Nju;T > Table I  Nju;e;njL > tupirfs; (11) kw;Wk; 

neLtupirfis (4) gjpT nra;f > juTfisf; nfhz;bUf;Fk; tpupj;jhs; gzpj;njhFg;ig 

jpwf;fTk; > Text  I Nju;T  > efy; (Copy ) > ml;ltizf;F (Table) Njitahd juTj;jsj;ijj; 
Nju;e;njL > rpwg;G gjpj;jy; (Special Paste)

 Select Slide 3 > Select Insert > Select Table > Enter rows (11) and Columns (4) > Open excel 
workseet containing data > Select Text > Copy > Select Datasheet for table > Paste Special

(02 Gs;spfs;)
(e) gltpy;iy 4 I njupT  > Insert  I njupT > tpsf;fg;glj;ij njupT > epuiy njupT > juT 

nfhz;l gzpj;jhs; gzpj;njhFg;gpy; ,lTk; > Copy > tpsf;fg;glj;Jld; ,izf;fg;gl;l 

gzpj;jhis njupT nra;aTk; > xl;L (Paste)
 Select Slide 4 > Insert > Select Chart > Select Column > Click on excel worksheet containing 

data > Copy > Click on worksheet connected to chart > Paste
(02 Gs;spfs;)

(f) gltpy;iy  5 > Insert  I  njupT >  tpsf;fg;glj;ij njupT > Nju;T tup tpsf;fg;glk; > MS 
Word ,y; juT cs;s ml;ltizia njupT nra;aTk; > (Copy)  efy; > tiuglj;jpy; 
,izf;fg;gl;l gzpj;jhis fpspf; nra;aTk; > xl;L (Paste)

 Select Slide 5 > Insert > Select Chart > Select Line > Click on the table in MS Word containing 
data > Copy > Click on worksheet connected to chart  > Paste

(02 Gs;spfs;)
(g) gltpy;iy 6 I Nju;e;njLf;fTk; > jiyg;Gj; Nju;T > Nju;T tbtk; > Nju;T ciu 

tpisTfs; > njupT  Kf;Nfhzk; fPNo vd;w nray;ghl;il

 Select Slide 6 > Select Heading Text > Select Format > Select Text Effects > Select Triangle 
Down

(02 Gs;spfs;)

(nkhj;jk; 15 Gs;spfs;)

gpupT  B  ,d; epiwT
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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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