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

guPl;rfupd; mwpf;if 
jpwik (jpwd;) fg;];Nuhd; guPl;ir – 2020 rdtup  

 

(SS2)  jfty; njhopDl;gtpay; jpwd;fs;  
 

,t;tpdhg;gj;jpuj;jpd; gpujhd Nehf;fk;> jfty; njhopDl;gtpay; kw;Wk; jpwd;fs; gw;wpa guPl;rhu;j;jpfspd; 

Nfhl;ghl;L uPjpahdJk; nra;Kiw uPjpahdJkhd mwpitg; guPl;rpg;gjhFk;. mYtyfr; #onyhd;wpy; IT 
nraypfisg; vt;thW gad;gLj;JtJ vd;gJ gw;wpa nra;Kiw mwpitf; nfhz;bUg;gJ> 

,t;tpdhg;gj;jpuj;jpw;F ntw;wpfukhf tpilaspf;f cjtpGupAk;. ,J cyfpy; tpiuthf tpUj;jpaile;J 

tUk; xU ghlkhf ,Ug;gJld; ,e;j tpdhg;gj;jpuj;jpw;F tpilaspf;Fk; Nehf;fpy; ,jidf; fw;gjhdJ 

jfty; njhopDl;gtpay; gug;Gfspy; Gjpa vz;zf;fUf;fis / Nkk;gLj;jy;fis ,w;iwg;gLj;Jk;.    
 
 

gFjp A 
,UgJ (20) fl;lha tpdhf;fs; 

(nkhj;jk; 40 Gs;spfs;)  
 

tpdh ,y. 01 

,t;tpdh KOikahd IT kw;Wk; jpwd;fs; ghlj;jpl;lj;ij RUf;fkhd Kiwapy; guPl;rpj;jpUe;jJ.   

ngUk;ghYk; rfy guPl;rhu;j;jpfSk; ,t;tpdhTf;F tpilaspj;jpUe;jdu;. mjpfsthd guPl;rhu;j;jpfshy; 

nkhj;jkhd 40 Gs;spfspy; ruhrup mstpyhd Gs;spfis ngwf;$bajhf ,Ue;jJ. Mdhy;> 

kl;Lg;gLj;jg;gl;l vz;zpf;ifapyhd guPl;rhu;j;jpfs; MS Access, Ms Excel, MS PowerPoint Mfpatw;Wld; 

njhlu;Gila tpdhf;fSf;Fr; rupahf tpilaspj;jpUf;ftpy;iy. NkYk;> rpy guPl;rhu;j;jpfs; IT #oypy; 

fhzg;gLk; rl;l kw;Wk; xOf;fnewp gw;wpa tplaq;fspy; Nghjpa mwpitf; nfhz;bUf;fhik 

mtjhdpf;fg;gl;lJ.  

,t;tpdhTf;fhd xl;Lnkhj;j nrayhw;Wif ruhrup kl;lj;jpy; fhzg;gl;lJ. 
 
 
 

gFjp B 
VjhtJ ehd;F (04) tpdhf;fSf;F khj;jpuk; tpil vOJjy; Ntz;Lk;. 

(nkhj;jk; 60 Gs;spfs;) 
 

 

tpdh ,y. 02                     

,t;tpdh juTj;js Kfhikj;Jt Kiw kw;Wk; ikf;Nuhnrhg;w; mf;]]; Mfpad gw;wpa mwpitg; 

guPl;rpj;jpUe;jJ. ngUk;ghYk; rfy guPl;rhu;j;jpfSk; ,t;tpdhTf;F tpilaspj;jpUe;jdu;.  

gFjp (a)  

,g;gFjp juTj;js Kfhikj;Jt Kiwikapd; mD$yq;fs; gw;wpg; guPl;rpj;jpUe;jJ. ngUk;ghyhd 

guPl;rhu;j;jpfs; rupahd tpilapid vOjp KOg; Gs;spfisAk; ngw;Wf;nfhz;ldu;. vt;thwhapDk;> rpy 

guPl;rhu;j;jpfs; mD$yq;fSf;Fg; gjpyhf DBMS ,d; gz;gpay;Gfis vOjpapUe;jdu;. 
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gFjp (b)  

,g;gFjp> jug;gl;l MS Access ,d; $Wfspd; Nehf;fq;fs; gw;wpg; guPl;rpj;jpUe;jJ. Fwpg;gplj;jf;fsT 

guPl;rhu;j;jpfs; Tables, Forms, Reports Mfpa Kjy; %d;W gFjpfSf;Fk; rupahd tpil vOjpapUe;jdu;. 

vt;thwhapDk;> ngUk;ghyhd guPl;rhu;j;jpfs; Queries, Macros Mfpatw;wpd; Nehf;fq;fisr; rupahff; 

Fwpg;gpl;bUf;ftpy;iy. 

,t;tpdhTf;fhd xl;Lnkhj;j nrayhw;Wif ruhrup kl;lj;jpy; fhzg;gl;lJ. 

 

tpdh ,y. 03 
,t;tpdh> Njitahd jfty;fisg; gpupj;njLg;gjw;Fg; nghUj;jkhd rhu;G / #j;jpuj;ij vOJtjd; 

%yk; tpupjhs; nrayp gw;wpa mwpitg; guPl;rpg;gij Nehf;fhff; nfhz;bUe;jJ. guPl;rhu;j;jpfspd; 

nra;Kiw mDgtk; guPl;rpf;fg;gl;ljd; fhuzkhf  kl;Lg;gLj;jg;gl;l vz;zpf;ifapyhd guPl;rhu;j;jpfs; 

,t;tpdhTf;F tpilaspj;jpUe;jdu;.  

kl;Lg;gLj;jg;gl;l vz;zpf;ifapyhd guPl;rhu;j;jpfs; gFjp (b) kw;Wk; (d) Mfpatw;Wf;Fr; rupahd 

#j;jpuq;fis vOjpg; Gs;spfisg; ngw;wpUe;jdu;. vt;thwhapDk;> ngUk;ghyhd guPl;rhu;j;jpfs; gFjp 

(a), (c), (e) Mfpatw;Wf;F tpilnaOjhky; tpl;bUe;jdu; my;yJ jtwhd tpilfis vOjpapUe;jdu;.  

,t;tpdhTf;fhd xl;Lnkhj;jr; nrayhw;Wif jpUg;jpfukhdjhf ,Uf;ftpy;iy. 
 

tpdh ,y. 04 
,t;tpdh mYtyfr; #oypy; kpd;dQ;riyg; gad;gLj;Jtjpy; guPl;rhu;j;jpfSf;Fs;s Mw;wiyg; 

guPl;rpj;jJ. njupTnra;J tpilaspf;fpd;w tpdhf;fspy; ngUk;ghyhdtu;fshy; Kd;Dupikaspf;fg;gl;l 

tpdh ,JthFk;. ngUk;ghYk; rfy guPl;rhu;j;jpfSk; ,t;tpdhitj; njupTnra;J tpilaspj;J KOg; 

Gs;spfisAk; ngw;wpUe;jdu;.   

vt;thwhapDk;> rpy guPl;rhu;j;jpfs; Nfl;fg;gl;lijg;Nghy Anne ,w;F fhgd; gpujpnahd;iw (CC) 
mDg;Gtjw;Fj; jtwpapUe;jdu;.  

NkYk;> rpy khztu;fshy; ,izg;gpidf; Fwpg;gpl ,aytpy;iy. 

,t;tpdhTf;fhd xl;Lnkhj;jr; nrayhw;Wif jpUg;jpfukhd kl;lj;jpy; fhzg;gl;lJ. 
 
 
tpdh ,y. 05 
,t;tpdh> jfty; KiwikfSld; njhlu;Gila Kiwikf; fl;Lg;ghLfs; kw;Wk; ngsjpff; 

fl;Lg;ghLfs; njhlu;ghd mwpitg; guPl;rpj;jpUe;jJ. ngUk;ghYk; rfy guPl;rhu;j;jpfSk; ,t;tpdhitj; 

njupT nra;jpUe;jdu;.  

gFjp (a) MdJ r%f Clff; fzf;Ffs; rl;ltpNuhjkhf mZfg;gLtjpypUe;J ghJfhg;gjw;F 

vLf;fg;gl Ntz;ba eltbf;iffis vOJkhW Nfl;bUe;jJ. ngUk;ghyhd guPl;rhu;j;jpfs; rupahd 

tpilfis vOjp KOg; Gs;spfisAk; ngw;wpUe;jdu;. 

gFjp (b) MdJ jfty; Kiwikiag; ghJfhg;gjw;Fg; gad;gLj;jg;gLk; ngsjpff; fl;Lg;ghLfs; gw;wpf; 

Nfl;bUe;jJ. ngUk;ghyhd guPl;rhu;j;jpfshy; rupahd tpilfs; toq;fg;gl;L KOg; Gs;spfSk; 

ngwg;gl;bUe;jd.  
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gFjp (c) MdJ ,izaj;ij mZFtjd; (gad;gLj;Jtjd;) fhuzkhf njupahj malware ,dhy; 
fzpdpfs; jhf;fg;gLfpwjh vd;gij epahag;gLj;JkhW Nfl;bUe;jJ. Fwpg;gplj;jf;fsT guPl;rhu;j;jpfs; 

,jid gFg;gha;T uPjpahf epahag;gLj;jpapUe;jdu;. 

gFjp (d) MdJ ghlg;Gj;jfj;jpypUe;J Neubahff; Nfl;fg;gl;bUe;j tpdhthFk;. Mdhy;> xU rpy 

guPl;rhu;j;jpfs; khj;jpuNk rupahf tpilaspj;jpUe;jdu;. ,J> ngUk;ghyhd guPl;rhu;j;jpfs; ghlg; 

Gj;jfj;ijg; gbf;ftpy;iy vd;gijNa fhl;LfpwJ.. 

,t;tpdhTf;fhd xl;Lnkhj;jr; nrayhw;Wif jpUg;jpfukhd kl;lj;jpy; fhzg;gl;lJ. 

 

tpdh ,y. 06 
,t;tpdh ikf;Nuhnrhg;w; Ntl; njhlu;ghd nrhy;epuw;gLj;jy; nkd;nghUs; gw;wpa mwpitg; 

guPl;rpj;jpUe;jJ. ngUk;ghyhd guPl;rhu;j;jpfs; ,t;tpdhTf;F tpilaspj;jpUe;jdu;. 

gFjp (a) MdJ ikf;Nuhnrhg;w; Ntl; ,Ys;s jug;gl;l mk;rq;fshy; Mw;wg;gLk; gzpfis tpgupf;FkhW 

Nfl;bUe;jJ. ngUk;ghyhd guPl;rhu;j;jpfshy;> cg gpupTfs; (i) print preview, (iii) auto text and (vi) 
superscript Mfpatw;Wf;Fr; rupahf tpilaspf;f Kbe;jpUe;jJ. vt;thwhapDk; kpfr; rpy 

guPl;rhu;j;jpfSf;F track changes, restrict editing, navigation pane Mfpatw;iw tpgupg;gjw;F Kbe;jpUe;jJ. 

ngUk;ghyhd guPl;rhu;j;jpfsplk; Nghjpasthd nra;Kiw mwpT fhzg;glhik mtjhdpf;fg;gl;lJ.  

gFjp (b) MdJ jug;gl;l $w;Wld; ,zq;FfpwPu;fsh> ,y;iyah vd;gijf; Fwpg;gpl;L> mjid 

epahag;gLj;JkhW Nfl;bUe;jJ. mjhtJ “ikf;Nuhnrhg;w; Ntl; Mtznkhd;wpYs;s nrhw;fs; kw;Wk; 

vOj;Jf;fspd; vz;zpf;ifia ,yFthff; fz;Lgpbf;f KbAk;”. ,J xU nra;Kiw tpdhthFk;. 

vt;thwhapDk;> kpfr; rpy guPl;rhu;j;jpfshNyNa rupahd tpil mspf;fg;gl;bUe;jJ. 

,t;tpdhTf;fhd xl;Lnkhj;j nrayhw;Wif ruhrup kl;lj;jpy; fhzg;gl;lJ. 
 
 

tpdh ,y. 07 
,t;tpdh> ikf;Nuhnrhg;w; gtu;nghapd;l; cld; njhlu;Gila Kd;itg;G nkd;nghUs; gw;wpa mwpitg; 

guPl;rpj;jpUe;jJ. ruhrup vz;zpf;ifapyhd guPl;rhu;j;jpfs; ,t;tpdhTf;F tpilaspj;jpUe;jdu;.  

gFjp (a) MdJ ikf;Nuhnrhg;w; gtu;nghapd;l; ,Ys;s jug;gl;l mk;rq;fshy; Mw;wg;gLk; gzpfis 

tpgupf;FkhW Nfl;bUe;jJ. ngUk;ghyhd guPl;rhu;j;jpfshy; cggFjpfs; (i) slide template, (iii) slide 
transitions, (iv) side animations Mfpatw;Wf;Fr; rupahf tpilaspf;f Kbe;jpUe;jJ. vt;thwhapDk;> 

ngUk;ghyhd guPl;rhu;j;jpfs; clipboard, slide size, slide library Mfpait gw;wp tpgupj;jpUf;ftpy;iy. 

ngUk;ghyhd guPl;rhu;j;jpfsplk; ikf;Nuhnrhg;w; gtu;nghapd;l; gw;wpa NghjpasT nra;Kiw mwpT 

fhzg;glhik mtjhdpf;fg;gl;lJ.   

gFjp (b) MdJ xU eilKiw tpdhthf ,Ug;gJld; jug;gl;l rpwpa tptuzj;jpw;fhd jPu;nthd;iw 

tpgupg;gJ ,q;F vjpu;ghu;f;fg;gl;lJ. ngUk;ghyhd guPl;rhu;j;jpfshy; Kiwahd jPu;it toq;fp KOg; 

Gs;spfisAk; ngwf;$bajhf ,Ue;jJ.  

,t;tpdhTf;fhd xl;Lnkhj;j nrayhw;Wif ruhrup kl;lj;jpy; fhzg;gl;lJ. 

-  -  -  - 
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nrayhw;Wif kl;lj;ij Nkk;gLj;Jtjw;fhd cjtpf; Fwpg;Gfs;: 
 
1.  KOg; ghlj;jpl;lj;ijAk; Mokhfg; gbf;fTk;. 

 

2.  tpdhit gy jlitfs; thrpj;J tpdhtpy; Nfl;fg;gl;ljw;F khj;jpuk; tpilaspf;fTk;. tpdhtpy; 

Neubahd kw;Wk; Jy;ypakhdnjhU tpil vjpu;ghu;f;fg;gLk; re;ju;g;gj;jpy; Njitaw;w 

tpgupg;GfisAk; tpguq;fisAk; vOj Ntz;lhk;. 

 

3.  jfty; njhopy;El;gtpaYld; njhlu;Gila ghlg;Gj;jfq;fs;> E}y;fs; fl;Liufs;> rQ;rpiffs; 

kw;Wk; Vidatw;iw thrpf;fTk;. 

 

4.  tpilfis vOJk;NghJ Njitahapd; cjhuzq;fis toq;fp> xOq;fikf;fg;gl;l Kiwapy; 

jfty; njhopy;El;gtpaYld; njhlu;Gila Nfhl;ghl;L uPjpahdJk; nra;Kiw uPjpahdJkhd 

mwpit rku;g;gpg;gJ Kf;fpakhdjhFk;. 

 

5.  ifnaOj;J tpsq;ff;$bajhf ,Ug;gijAk; tpilfSf;F ,yf;fkplg;gl;bUg;gijAk; cupa 

Kiwapy; cWjpg;gLj;jpf;nfhs;sTk;. 

 

6.  tpdhg;gj;jpuj;jpy; jug;gl;l mwpTWj;jy;fisg; gpd;gw;wTk;. 

 

7.  ckJ mwpit Nkk;gLj;jpf;nfhs;tjw;fhf fle;jfhy tpdhg;gj;jpuq;fs; kw;Wk; tpilfis 

Muha;e;J ghu;f;fTk;. 

 

8.  Neuj;ij tpidj;jpwdhd tifapy; gad;gLj;j gapw;rp nra;aTk;. 

 

9.  tpilj;jhis xg;gilg;gjw;F Kd;du;> tpilfs; rupahf ,yf;fkplg;gl;Ls;sdth vd;gij 

,UKiw guPl;rpf;fTk;. 

10.  ey;y jahu;gLj;jYlDk; rpj;jpailjy; vd;Dk; Nehf;fj;Jld; guPl;irapid vOjTk;. 

 

 
 

 

- * * * - 


