
&Ú×Ï ´ {ÚÆæÈ à`ÑÍóÚ.  

 

ÁÛÜ Ù‘æ$ èóæ$½æØó ÁÚÙßûÛ× à$×õù×ÁÛÜ Ù‘æ$ èóæ$½æØó ÁÚÙßûÛ× à$×õù×ÁÛÜ Ù‘æ$ èóæ$½æØó ÁÚÙßûÛ× à$×õù×ÁÛÜ Ù‘æ$ èóæ$½æØó ÁÚÙßûÛ× à$×õù×  

æÝ&Ùõ$ æ`ûß&ßµð$ßù×æÝ&Ùõ$ æ`ûß&ßµð$ßù×æÝ&Ùõ$ æ`ûß&ßµð$ßù×æÝ&Ùõ$ æ`ûß&ßµð$ßù×    ----    2015 íÔÙÚ2015 íÔÙÚ2015 íÔÙÚ2015 íÔÙÚ    

(SS2)  µõ$ØõÝØ` õ$æßÂó æÝ&Ùõ$(SS2)  µõ$ØõÝØ` õ$æßÂó æÝ&Ùõ$(SS2)  µõ$ØõÝØ` õ$æßÂó æÝ&Ùõ$(SS2)  µõ$ØõÝØ` õ$æßÂó æÝ&Ùõ$     
          (Information Technology Skills) 

 

•     à×÷Ȩ̀æØ`<ùßð ãûµ÷À&ßà×÷Ȩ̀æØ`<ùßð ãûµ÷À&ßà×÷Ȩ̀æØ`<ùßð ãûµ÷À&ßà×÷Ȩ̀æØ`<ùßð ãûµ÷À&ß    (à<ø$ùµ×ùß æÚ×Ñ× ×ÔõÝ×): 

(1) æ$Ù×:æ$Ù×:æ$Ù×:æ$Ù×: û`× 02 ×Ú.    

(2) ûÜÁßù ûÜÁßù ûÜÁßù ûÜÁßù ûõÜ <]Ô{× &{ ÙæÝóÔ µ<ùß æÚÎ´:ûõÜ <]Ô{× &{ ÙæÝóÔ µ<ùß æÚÎ´:ûõÜ <]Ô{× &{ ÙæÝóÔ µ<ùß æÚÎ´:ûõÜ <]Ô{× &{ ÙæÝóÔ µ<ùß æÚÎ´:    

µæ$ð&µæ$ð&µæ$ð&µæ$ð&    à<Á]õ$<×à<Á]õ$<×à<Á]õ$<×à<Á]õ$<×    ÙæÝóÔÙæÝóÔÙæÝóÔÙæÝóÔ    
AAAA    &Ú×Ï´ ûÜÁßù <Ùð ãõßõØ &`û×Û´ àùÚ<$Ì× µÓ. 40 
BBBB    ûÜÁßù {µ×ùß {õØæð û´óæß ãõßõØ &`û×Ú× ×ÔõÝ×. 60 

´Ô_ ÙæÝóÔ´Ô_ ÙæÝóÔ´Ô_ ÙæÝóÔ´Ô_ ÙæÝóÔ    100100100100    

(3) áÙßÏÈ æØù Ù÷À ´$ø]× µ×$÷À$ èùÚÆùß´$ø]× µ×$÷À$ èùÚÆùß´$ø]× µ×$÷À$ èùÚÆùß´$ø]× µ×$÷À$ èùÚÆùß,  åý µ<õ &û×ùÔ Ùýù µû$õß<Ùµû$õß<Ùµû$õß<Ùµû$õß<Ù ãõßõØ ÙÚ×ùßù. 
 

A µæ$ð&A µæ$ð&A µæ$ð&A µæ$ð&    
 

<$&ßõÑæ ûÎæßÂó ûÜÁßù (OTQs)<$&ßõÑæ ûÎæßÂó ûÜÁßù (OTQs)<$&ßõÑæ ûÎæßÂó ûÜÁßù (OTQs)<$&ßõÑæ ûÎæßÂó ûÜÁßù (OTQs)    

àùÚ<$Ì×× ûÜÁßù Ñ&ß& (20) æÚ. 

(´Ô_ ÙæÝóÔ 40) 

                                                                                                                                                                                             

à‘æ 1.11.11.11.1 &Úð 1.1.1.1.11118888 ÷Àæß<$ à`õÚ ûÜÁßù &úÀ{$ <ò$õß́  &Ô÷̧&Ô ãõßõØ× µõ$ßØùßù. µõ$ßØ$èõß ãõßõØ×ð à÷À$Ù à‘æ× 

ûÜÁßù à‘æ× &´è åµÅ ãõßõØ µû$µõß ÙÚ×ùßù. 

1.11.11.11.1  <®ù$æ´ 7,589.60 æß µÙ& &úÀ{ùß <Ô µæ$ßÂ×æß (cell) # ,# #0  µÙ& à$æ#õÚæØó× (formatted) æ}µ{$õß, 

ä´ µæ$ßÂµ×ß µûùßùÔÈ µæµØù <®ù$æ´ <ùßµùß: 

(1)  7,589.00 (2)  7,589.60 

 (3)  7,600.00 (4)  7,590.00  (ÙæÝóÔ 02) 

1.21.21.21.2  èÞèÙß &´$è´ (Google Inc.), àùßõÌí$Ù× &Èýùß½õ µ&ß<$ &{ ùÚÂßû$÷ÀÚõ ûÚ}ÚýúÀ< ÑµÁßÂïÀõ$ &{Úõ 

ý{Ôí$õÚæ &´$è´æÚ. èÞèÙß &´$è´ Ñ&Úùß í$Ù ´õ û÷ÀùÈ< µù$ÆµÙß &û×ùÔ Ùýù Ñ÷Àß]Ôõß õ`û`Ùß µ&ß<$< 

(free web-based email service) {ú̧ùß<ùÔ Ùýùßµùß: 

(1)  Gmail µÙ&×. (2)  Hotmail µÙ&×. 

 (3)  Yahoo µÙ&×. (4)  Outlook µÙ&×.  (ÙæÝóÔ 02) 

01 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 

ûÚðÔ èóù :  11 
ûÜÁßù èóù : 07 

2015-07-26 

û&ß<Ø`  

[3.30 – 5.30]  
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1.31.31.31.3  Ñ÷Àß]Ôõß õ`û`Ùß ´#÷æ̧$‘è×æ (email software) µ{$ß í$Ù û÷ÀùÈ Ñ÷Àß]Ôõß õ`û`Ùß &`û×Ố æ (web-based email 

provider), à&ÈûÕÌó äµ{õß ×`Ò´ &úÀ{$ ýÙ$µû$µØ$õßõÝµ<ùß õý$ à`õÚ Ñ÷Àß]Ôõß õ`û`Ùß µ&$×$ èõ {`æÚ 

<ùÔµ×ß: 

(1)  Inbox õÝÙ÷ÀÛ×. (2)  Sent Mail õÝÙ÷ÀÛ×. 

 (3)  Spam Mail õÝÙ÷ÀÛ×. (4)  Drafts õÝÙ÷ÀÛ×.  (ÙæÝóÔ 02) 

1.1.1.1.4444  1 <ù Ø|ûµ×ß1 <ù Ø|ûµ×ß1 <ù Ø|ûµ×ß1 <ù Ø|ûµ×ß  &{ 2 <ù Ø|ûµ×ß2 <ù Ø|ûµ×ß2 <ù Ø|ûµ×ß2 <ù Ø|ûµ×ß à`õÝÙõß û$ñ× (text) &}æ$ ýÙùßù: 
 
 

 

 

 

 

 

 

 

 

 

 

1 <ù Ø|ûµ×ß1 <ù Ø|ûµ×ß1 <ù Ø|ûµ×ß1 <ù Ø|ûµ×ß õÚµýù û$ñ× 2 <ù Ø|ûµ×ß2 <ù Ø|ûµ×ß2 <ù Ø|ûµ×ß2 <ù Ø|ûµ×ß õÚµýù û$ñ× µÙ& ûÍ<Ìõù× (transform) æÚÎ´ð à<Á] æØù 

à‘è× (feature) {ú̧ùß<ùÔ Ùýùßµùß: 

 (1)  Drop Cap µÙ&×. (2)  Small Caps µÙ&×. 

 (3)  All Caps µÙ&×. (4)  Insert Symbol µÙ&×.  (ÙæÝóÔ 02) 

1.1.1.1.5555  "examinations@aatsl.lk" ùÈ <Õ Ñ÷Àß]Ôõß õ`û`Ùß ÙÚûÚù× &Ùæ$ ýÙùßù. µ´´ Ñ÷Àß]Ôõß õ`û`Ùß ÙÚûÚùµ×ß "lk" 

×ùÔµ<ùß &úÀ{ùß <ùßµùß: 

(1)  <&È ù$´× (Domain name) ×Ú.  

(2)  ûÍÁÛÙæ ù$´× (User name) ×Ú. 

 (3)  Øð &‘µ¤õ<õß µæµØù á{} ´>ðµÈ <&È ù$´× (Country-code top-level domain) ×Ú. 

 (4)  µ&ß<$÷À$×æ ù$´× (Server name) ×Ú.    (ÙæÝóÔ 02) 

1.1.1.1.6666  àùßõÌí$Ù ý`‘æÝæØóµ×ß ÷ÀÛ µ{$ß ó×ûõß (credit cards) ´$Ìèèõ (online) æð×ÔõÝ<Ù þ$Ñõ æÚÎµÈ ÷ÀÛ 

&ÈµûÜßÂó× (transmission) àõØõÝØ åµÅ Ø{&] ÷Àõßõ <Ù à$ØæßÂ$æ$Î ý< õ{<ÔØ` æØè`ùÛ́  &úÀ{$ µ<Å 

ûÚÍæß&ùµ×ß (web browser) ÙÚûÚù× õÛØ`µÓ ÷ÀÌÁù× (visible) Ñ× ×ÔõÝ ùÚ×´$<ÙÚ× (protocol) <ùßµùß:   

(1)  https ×. (2)  http ×. (3)  ftp ×. (4)  ip ×. (ÙæÝóÔ 02) 

1.1.1.1.7777  àùßõÌí$õÚæ &ùßùÚµÓ÷Àù æð×ÔõÝ, à$ÌöÚæ ûÚÍ´`&ÔÈ &{Úõ< &{ æ$Ì×æßÂ´< &Ú÷̧ æÚÎ´ð &‘Ñø$ù×ùßð áò 

&Ù&ß<Æùß àùßõÌí$Ù× {Ø{$ Ò±µ×$ß &È´ùßõÜó (video conferencing) û`<õßÒµÈ {`æÚ×$<, µý$µ{$ß 

&‘Ñø$ù<Ùð ûÜµ×$ßíù àõßûõß æØ ÷ÀÛ à`õ. µ´´ àØ Ốó &úÀ{$ µ×$÷À$èùÔ Ùýù ´#÷æ̧$‘è×æð ã÷À${Øó×æß 

<ùßµùß: 

(1)  Skype. (2)  Adobe Flash. 

 (3)  Microsoft Visual Studio. (4)  Windows Media Player.  (ÙæÝóÔ 02) 

1 <ù Ø|û×1 <ù Ø|û×1 <ù Ø|û×1 <ù Ø|û× 2222    <ù Ø|û<ù Ø|û<ù Ø|û<ù Ø|û×××× 



3 | P a g e  

 

1.1.1.1.8888  <]<&$× &Èûõß &`Ù&ÔÈ (Enterprise Resources Planning - ERP) û÷ÀßøõÚ×æð <ò$ ÁÜÚõ´× µõ$ØõÝØ` 

û÷ÀßøõÚ×æß (Functional Information System) þ$Ñõ æÚÎµÈ à<$&Ú×æßà<$&Ú×æßà<$&Ú×æßà<$&Ú×æß Ñ&ßõØ µæµØùßµùß û{õ ÷À̀ æßµ<ù 

æÝ́ ù ûÜæ$Áµ×ß ÷À? 

(1)  äæÚµùæð µ<ù&ß ÁÜÚõ´× µõ$ØõÝØ` û÷ÀßøõÚ àõØ &Èýùß½õ ÷Àõßõ (related data) µý÷À$èùÔ (shared) 

µù$Ù`µÅ.  

(2)  ÁÜÚõ´× µõ$ØõÝØ` û÷ÀßøõÚ þ$Ñõ æØù èÝûßõµæßõù×ùß (encryption) &úÀ{$ ûÚð&ßõØ×ùßð û{&Ôµ<ùß 

àù<&Ø µÙ& ûÜµÓÁ (hacked) Ò´ð {`æÚ×.  

 (3)  µ÷ÀùÔÙýù æ$Ù×æ÷ÀÛ ÁÜÚõ´× µõ$ØõÝØ` û÷ÀßøõÚ× þ$Ñõ æÚÎ´ð {`æÚ ûÍÁÛÙæ×ùß èóù àòÔ×.   

 (4)  ÁÜÚõ´× µõ$ØõÝØ` û÷ÀßøõÚ×æß &‘<Ìøù× æÚÎ´ &úÀ{$ èõæØù æ$Ù× áõ$´õß <`±×.  (ÙæÝóÔ 02) 

1.1.1.1.9999  <]<&$× &Èûõß &`Ù&ÔÈ (Enterprise Resources Planning - ERP) û÷ÀßøõÚ×æÚùß à<Á] µæµØù äæêõß<×ùß 

(compliances) &Ùæ$ ý`ÙÛµÈ÷ÀÛ IFRS ×ù û÷Àµ×ùß (term) ùÚµ×$ßíù× <ùßµùß û{õ &úÀ{ùß äß<$ àõÝµØùß 

æÝ́ æß ÷À? 

(1)  Internal File Recovery System.  (2)  International Financial Reporting Standards. 

 (3)  Information Feedback Receiving System.  (4)  Internal Financial Report System. 

     (ÙæÝóÔ 02) 

1.1.1.1.10101010  åý, &Ô_ ûÍ´$ó à$ù×ù àûù×ù &´$è´æ èóæ$½æ$Î ×`×Ú ãûæÙßûù× æØùßù. û{õ &úÀ{ùß 

æÜÚ×$<ùßµèùß à$ë$Ø øÌ´$ùÔæÞÙ< ûÚ}Úèõ µù${`æÚ {`&ÚÎ´æß (ethically unacceptable behavior) µÙ& 

&`}æÚ× {`æßµæß æÝ́ æß ÷À? 

(1)  æ$Ì×$Ùµ×ß à`õÚ ý${ÚØ ÷À#ò ±&ßæ×æð (hard disk) åýµèß ÷Àõßõ <Ù à$ØæßÂÚõ ûÚðûõß (backup) è`ùÛ́ .   

(2)  åýµèß ùÚ<µ&ß õÚµýù ûÍèóæµ×ß ûÚ{ÚðÔÒ´ (install) &úÀ{$ MS Office DVD ´ÔÙß ûÚðûµõß ûÚðûõæß 

ùÚ<&ð ’µèù ×$´. 

 (3)  µ&ß<æ×ùßµèß <`ðÔûß Ñ&ßõØ èýò$ µæµØù ´×ÚµæÜ$µ&$\ß> äæßµ&Ùß (Microsoft Excel) µè$ùÔ (files) 

ỐØû÷À×æß (Password) µ×$÷À$ à$ØæßÂ$ æÚÎ´. 

 (4)  åýµèß æ$Ì×$Ù ûÍèóæ× &úÀ{$ àõÝÙõßÒµÈ (login) ỐØû÷À×æß (password) þ$Ñõ æÚÎ´. (ÙæÝóÔ 02) 

1.1.1.1.11111111  "&ßû|Æùßèß" (spamming) ×ùÔµ<ùß ÷À̀ æßµ<ùßµùß: 

(1)  à`ó<Ố æÚùß µõ$Ø< (unsolicited) Ñ÷Àß]Ôõß õ`û`Ùß ×`Ò´ ×.  

(2)  Ñ÷Àß]Ôõß õ`û|µÙß &{ ä{Ú à`´óÔÈ<Ù ûǗ $ó× àùÔ< Ñ÷Àß]Ôõß õ`û`Ùß <Ìè æÚÎ´ (sorting) ×.   

 (3)  Ñ÷Àß]Ôõß õ`û`Ùß &ÔØæßÂÚõ< ×`Ò´ ×.  

 (4)  µ<ùõß &´$è´æ Ñ÷Àß]Ôõß õ`û`Ùß ÙÚûÚù× þ$Ñõ æÚÎ´ ×.  (ÙæÝóÔ 02) 

1.1.1.1.11112222  ûÍèóæèõ í$Ù×æ û÷ÀßøõÚ <ØûÜ&$÷À (system privileges) û<õß<$ è`ùÛ́  ûÚ}ÚýúÀ< <èæÚ<×ÔõÝ 

õ`ù`õßõ$µèß õùõÝØ` ù$´× <ùßµùß: 

(1)  û÷ÀßøõÚ ûÍû$Ùæ (System Administrator) ×. (2)  µõ$ØõÝØ` õ$æßÂó ÁÚÙßûÛ (IT Technician) ×. 

 (3)  Ñø$×æ àø]æßÂ (Executive Director) ×. (4)  û÷ÀßøõÚ æÜÚ×$æØ` (System Operator) ×.  

     (ÙæÝóÔ 02) 
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1.1.1.1.11113333  õ`û`Ùß Ù`×Ú&ßõÝ æ}´ù$æØ`µ<æÝ (a mailing list manager) µ×$÷À$ è`µùùßµùß: 

(1)  &‘Ñø$ù×æ µ&ß<æ×ùß &úÀ{$ Ñ÷Àß]Ôõß õ`û`Ùß ùÚÌ´$ó× æÚÎ´ð ×.  

(2)  &‘Ñø$ù´× &ùßùÚµÓ÷Àù àØ ỐóÔ &úÀ{$ þ$Ñõ µæµØù Ñ÷Àß]Ôõß õ`û`Ùß ÙÚûÚù Ù`×Ú&ßõÝ æ}´ù$æØó× 

æØ è`ùÛ́ ð ×. 

 (3)  &‘Ñø$ù× µ<õ Ù`Ä à`õÚ àù<Á] Ñ÷Àß]Ôõß õ`û`Ùß (junk e-mails) µûØ$ è`ùÛ́ ð (filtering) ×.  

 (4)  &‘Ñø$ù× Ñ&Úùß ×<ùÔ Ùýù {$ ä×ð Ù`Ä à`õÚ Ñ÷Àß]Ôõß õ`û`Ùß ûÍèóæ <×ÚØ&ß &úÀ{$ &Ú×ÔÈ µÙ& 

ûÎæßÂ$ æÚÎ´ð (scanning) ×.    (ÙæÝóÔ 02) 

1.1.1.1.11114444  "Ñ<#õ ûÜþ< ´#÷̧æ$‘è" (Open Source Software) ×ùÔµ<ùß ÷À̀ æßµ<ùßµùß: 

(1)  èýò$< Ñ<#õ æØù Ñð þ$Ñõ æØù ´#÷æ̧$‘è×ùß ×.  

(2)  ä{Ú ûÜþ< µæßõ× (source code) µý÷À$èùßù$ (shares) ´#÷æ̧$‘è×ùß ×. 

 (3)  &Ô&‘{Úõ ±&ßæ (CD) &{ à‘æÚõ ý{ÔÁǛ õ ±&ßæ×ùß (DVD) ´êÚùß û´óæß µý÷À${ÍùÔ Ùýù ´#÷æ̧$‘è×ùß ×.  

 (4)  û÷ÀßøõÚ æÜÚ×$æØ`<ùß Ñ&Úùß þ$Ñõ æØù ´#÷̧æ$‘è×ùß ×.  (ÙæÝóÔ 02) 

1.1.1.1.15151515  ´{$ ûÍ´$ó &‘Ñø$ù×æð ´#÷æ̧$‘è×æß ÆÙ÷ÀÛ è`ùÛ́  &úÀ{$ &Ùæ$ ý`ÙÛµÈ÷ÀÛ <]<&$× ýÙûõÜ×æß 

(Enterprise License) Ùý$ è`ùÛ́  ùÚÌµ÷ÀßÁ æØùÔ Ù`µÅ. <]<&$× ýÙûõÜ×æß &Èýùßøµ×ùß û{õ &úÀ{ùß äß<$ 

àõÝµØùß ùÚ<`Ø÷ÀÚ <ùßµùß æÝ́ æß ÷À? 

(1)  ´#÷æ̧$‘è ÆÙ÷ÀÛ è`ùÛ́  &úÀ{$ Øíµ×ùß µ÷ÀùÔ Ùýù ýÙûõÜ× ×Ú.  

(2)  ´#÷æ̧$‘è ÑæÚóÛ́  &úÀ{$ Øíµ×ùß µ÷ÀùÔ Ùýù ýÙûõÜ× ×Ú. 

 (3)  &Û́ $æÚÎ´æÚùß µõ$Ø< &´$èÈ Ø$ÁÚ×æð µý÷À${`Í× {`æÚ ´#÷æ̧$‘è ýÙûõÜ× ×Ú. 

 (4)  ûÔ÷ÀßèÙÚæ ûÍèóæ Ø$ÁÚ×æß õÚµýù ÑÁ$Ù &´$è´æð ùÚæÝõß µæµØù ´#÷æ̧$‘è ýÙûõÜ× ×Ú. (ÙæÝóÔ 02) 

1.161.161.161.16   

(a)(a)(a)(a) þÞÆ æÈû$ (b)(b)(b)(b) íÙ è`ÙÛÈ  (c)(c)(c)(c) àù<&Ø ûÜµÓÁ û{Ø÷ÀÛÈ (Hacker Attacks) 

(d)(d)(d)(d) åõßõÝ ý`ÙÛ́  (Espionage)  (e)(e)(e)(e) &Ôù$Æ (f)(f)(f)(f)  õÜ&ßõ<$÷À× 
 

á{õ &úÀ{ùß äß<$ àõÝµØùß, &ß<þ$Ñæ µù$<ù à$û÷À$ (non-natural disasters) µÙ& &ÙæùÔ Ùýùßµùß:  

(1)  ((((a), (b) a), (b) a), (b) a), (b) &{ (c)(c)(c)(c) û´óÚ.  (2) ((((b), (c)b), (c)b), (c)b), (c) &{ (d)(d)(d)(d) û´óÚ. 

(3)  ((((c), (d) c), (d) c), (d) c), (d) &{ (f)(f)(f)(f) û´óÚ. (4)  á{õ &úÀ{ùß &Ú×ÙßÙ´ µÓ. (ÙæÝóÔ 02) 

1.171.171.171.17   

(a)(a)(a)(a) èÝûßõ µæßõù× (Encryption) (b)(b)(b)(b) à$ØæßÂÚõ ûÚðûõß (Backups)  

 (c)(c)(c)(c) ûÜµÓÁ û$Ùù× (Access control) (d)(d)(d)(d) Ñèóù× (Auditing)  
 

á{õ &úÀ{ùß äß<$ àõÝµØùß, ÷Àõßõ û÷Àù´æ (database) µõ$ØõÝØ` à$ØæßÂæ û$Ùù× (information security 

control) ÷ÀÚ×ÔóÔ æÚÎ´ð ãûæ$Î <ù æǗ  <ùßµùß:  

(1)  ((((a) a) a) a) &{ (b)(b)(b)(b) û´óÚ.  (2) (a)(a)(a)(a) &{ (c)(c)(c)(c) û´óÚ. 

(3)  ((((b) b) b) b) &{ (c)(c)(c)(c) û´óÚ. (4)  á{õ &úÀ{ùß &Ú×ÙßÙ´ µÓ. (ÙæÝóÔ 02) 
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1.181.181.181.18  "÷Ø̧&ßö ûÍÁÛÙæ×ùßð (remote users) ûÔ÷ÀßèÙÚæ í$Ù×æð à$ØæßÂÚõ< &Èýùßø Ò´ð {`æÚ×$< Ùý$ ÷ÀÛ́ ð 

VPN õ$æßÂó×ð {`æÚ×." µ´´ ûÜæ$Áµ×ß VPN ×ù µæ® µ×÷̧µ´ùß {`úÀÚùßµ<ùßµùß: 

(1)  Virus Protected Network. (2)  Visible Private Network. 

 (3)  Virtual Private Network. (4)  Vital Protocol Network.  (ÙæÝóÔ 02) 

 

 
 
à‘æ 1.11.11.11.19999 &Úð 1.1.1.1.20202020 ÷Àæß<$ à`õÚ ûÜÁßù <Ù {Ú&ßõ`ùß ûÚØÒ´ &úÀ{$ <ò$õß́  &Ô÷̧&Ô ãõßõØ× <Ø{ùß õÝÙ ÷ÀÛ à`õÚ ãõßõØ 

<ÙÚùß µõ$ßØùßù. µõ$ßØ$èõß ãõßõØ× à÷À$Ù ûÜÁßù à‘æ× &´è åµÅ ãõßõØ µû$µõß ÙÚ×ùßù: 

1.191.191.191.19  "…………………….. [{Å (Hub) / \×Ìµ<$ßÙß (Firewall)] ×ùÔ àùỐ õ (authorized) &ùßùÚµÓ÷Àù <Ùð à<&Ø 

µ÷ÀÆùß, àù<&Ø ûÜµÓÁ×ùß <}æß<$ÙÛ´ &úÀ{$ ùÚÌ´$ó× æØ à`õÚ ûÍèóæ û÷ÀßøõÚ×æ µ{$ß í$Ù×æ 

µæ$ð&æÚ." (ÙæÝóÔ 02) 

1.201.201.201.20  "…………………….. [{Ô<´$Ø` ´#÷æ̧$‘è (Shareware) / à`³µ<×$ (Adware)]  ×ùÔ µý$µ{$ß Ñð àùßõÌí$Ù µ<Å 

àòÑ×æÚùß à<ûõù×æß (download) µÙ& ûÚÍù´ùÔ Ùýù ´#÷æ̧$‘è <Ìè×æÚ. äß<$µ×ß &ÛÆõ æ$Ì××ùß µ{$ß 

´#÷æ̧$‘è× þ$Ñõ æ} {`æÚ <$Ø èóù <`ùÚ µ<ùõß &Û́ $ æÚÎÈ õÚÃ× {`æÚ×. äß<$µ×ß &ÈûÕÌó ûÚðûõ ÆÙ÷ÀÛ 

è`ùÛ́ ð µûØ ä× ÆÙ÷ÀÛ è`ùÛ́ ð ýÙ$µû$µØ$õßõÝ <ù ûÍÁÛÙæ×ùßð ´#÷æ̧$‘è× àõß{÷À$ ý`ÙÛ́ ð à<&ßö$< 

&Ù&$ µ÷À×Ú."  
             (ÙæÝóÔ 02) 
      

 

 
 

 

BBBB    µæ$ð&µæ$ð&µæ$ð&µæ$ð&    

ûÜÁßù {õØæð (04) û´óæß ãõßõØ &`û×Ú× ×ÔõÝ×. 

(´Ô_ ÙæÝóÔ 60) 

 

                                                

ùÚÂßû$÷Àù &´$è´æ µ&ß<æ Ù`×Ú&ßõÝµÓ ãûÔð$ è`ùÛ́ æß û{õ µûùß<$ ÷ÀÛ à`õ: 

µ&ß<æµ&ß<æµ&ß<æµ&ß<æ    
_à‘æ×à‘æ×à‘æ×à‘æ×    

<$&è´<$&è´<$&è´<$&è´    µ<ùõßµ<ùõßµ<ùõßµ<ùõß    _ùÈùÈùÈùÈ    ãûùßãûùßãûùßãûùß_ ÷ÀÚù×÷ÀÚù×÷ÀÚù×÷ÀÚù×    
´ÔÙÚæ´ÔÙÚæ´ÔÙÚæ´ÔÙÚæ_<`ðÔû<`ðÔû<`ðÔû<`ðÔû    

((((Ø`.Ø`.Ø`.Ø`.))))    
í$õÚæ í$õÚæ í$õÚæ í$õÚæ 

{`ú̧ùÔÈûõß{`ú̧ùÔÈûõß{`ú̧ùÔÈûõß{`ú̧ùÔÈûõß_à‘æ×à‘æ×à‘æ×à‘æ×    
µ÷ÀûÌõµÈùßõÝ<µ÷ÀûÌõµÈùßõÝ<µ÷ÀûÌõµÈùßõÝ<µ÷ÀûÌõµÈùßõÝ<    õõßõß<×õõßõß<×õõßõß<×õõßõß<×    

0001 &ÚÙß<$ èÛõ$ 1980.02.09 22,500.00 805400370V ỐÙ] åÓ 

0002 µ&ßù$Øõßù µÊÈ&ß 1975.03.25 42,000.00 750852400V ùÚÂßû$÷Àù åÓ 

0003 µ×$ßèØ$íùß &Ûõ$ 1988.09.07 25,000.00 887510400V 
´$ù< &Èûõß 
æ}´ù$æØó  

ù`õ 

0004 Ø$&Úæß \&ßÙÚ 1992.06.29 50,000.00 921810450V    µõ$ØõÝØ` õ$æßÂó åÓ 

0005 à$Ø` ỐèÈ µùÙß&ùß 1970.08.24 48,000.00 702371588V ỐÙ] ù`õ 

0006 µûµÌØ$ Ñí× 1983.06.29 39,000.00 831812566V µõ$ØõÝØ` õ$æßÂó åÓ 

0007 à$µù$Ùß³ µæÑùß 1983.12.20 78,000.00 833551789V ùÚÂßû$÷Àù åÓ 

0008 àÙßÑ&ß íèõß 1986.05.19 58,000.00 861401235V ùÚÂßû$÷Àù åÓ 

"õõßõß<×" æßµÂõÜµ×ß (field) ÷Àæß<$ à`õßµõß µ&ß<æ×$ &ßöÛØ µ&ß<æµ×æß ÷À, ù`÷Àß÷À ×ù ý<×.  
 

 

02 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 

A µæ$ðµ&{Ú à<&$ù×    
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(a) á{õ ÷ÀÛ à`õÚ æßµÂßõÜ×ùß àõÝµØùß ûÜø$ù  æßµÂßõÜ× (key field) µÙ& &Ùæ$ ý`ÙÛ́ ð <ò$õß́  &Ô÷&̧Ô æßµÂßõÜ× 

{ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù. åµÅ µõ$ßØ$è`ùÛ́ ð û$÷Àæ<ù µ{ßõÝ< û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù.   (ÙæÝóÔ 03) 
     

    

(b) û{õ &úÀ{ùß äæß äæß æßµÂßõÜ× &úÀ{$ <ò$õß &Ô÷̧&Ô ÷Àõßõ <Ìè× {úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù. "X" ´êÚùß æû${} µæ$ßÂ 

(Cells) {ú̧ù$ ÷À̀ æßÒ´ à<Á] µù$µÓ.  

æßµÂßõÜµ×ß æßµÂßõÜµ×ß æßµÂßõÜµ×ß æßµÂßõÜµ×ß ù´ù´ù´ù´    ÷Àõßõ <Ìè×÷Àõßõ <Ìè×÷Àõßõ <Ìè×÷Àõßõ <Ìè×    

µ&ß<æ_à‘æ×  

<$&è´  

µ<ùõß_ùÈ  

ãûùß_÷ÀÚù×  

ṌÙÚæ_<`ðÔû  

í$õÚæ_{`ú̧ùÔÈûõß_à‘æ×  

µ÷Àû$ÌõµÈùßõÝ<  

õõßõß<×  
(ÙæÝóÔ 06) 

 
 

(c) ÷Àõßõ à`õÝÙõß æÚÎµÈ æÜÚ×$<ÙÚ× <ò$õß æ$Ì×æßÂ´ æÚÎ´ &úÀ{$ <èÝµÓ <]Ô{×ð (table structure) æ} {`æÚ 

×È µ<ù&ßæÈ û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù.  

ỐÙ], ùÚÂßû$÷Àù, ´$ù< &Èûõß æ}´ù$æØó &{ µõ$ØõÝØ` õ$æßÂó µ÷Àû$ÌõµÈùßõÝ< ×ù µ÷Àû$ÌõµÈùßõÝ 

{õØ(04) û´óæß µ´´ &´$èµÈ à`õ`×Ú ãûæÙßûù× æØùßù. (ÙæÝóÔ 03) 
 
 

(d) &Èýùßøæ ÷Àõßõ û÷Àù´æ (relational database) <èÝ &Èýùßøõ$ <Ìè (kinds of table relationships) 

õÝù(03) {ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù. (ÙæÝóÔ 03) 

(´Ô_ ÙæÝóÔ 15) 

 
 

                                              

    

(a) µè$ùÔ<æß (file) ´õ µ÷À<Øæß æßÙÚæß (double click) æÚÎµ´ùß ä× &ß<×‘æÜÛ×< à$ØÈþ <ù (starts) à$æ$Øµ×ùß 

á÷ÀÚÍûõß æÚÎ´æß (presentation) ùÚÌ´$ó× æØ è`ùÛ́  &úÀ{$ ´×ÚµæÜ$µ&$\ß> û<Ìµû$×Úùß> (Microsoft 

PowerPoint) {Ú ÷ÀÛ  &Ú÷æ̧} ×ÔõÝ æÜÚ×$/ûÚ×<Ø×ùß Ù`×Ú&ßõÝèõÙ`×Ú&ßõÝèõÙ`×Ú&ßõÝèõÙ`×Ú&ßõÝèõ æØùßùæØùßùæØùßùæØùßù.  

÷À̀ ùð´õß ùÚÌ´$ó× æØ à`õÚ pptx.file µè$ùÔ<æß åý &õÝ< à`õ`×Ú ãûæÙßûù× æØùßù.  (ÙæÝóÔ 03) 

(b) åý µ&ß<× æØù &´$è´ {úù̧ß<$÷ÀÛ́  &úÀ{$ ´×ÚµæÜ$µ&$\ß> û<Ìµû$×Úùß> á÷ÀÚÍûõß æÚÎ´æß (presentation) 

åýð ùÚÌ´$ó× æÚÎ´ð &Ú÷Ò̧ à`õÚ ý< ÷À ãûæÙßûù× æØùßù.       

ù< á÷ÀÚÍûõß æÚÎ´æß (new presentation) ùÚÌ´$ó× æÚÎµÈ÷ÀÛ ÑùÚÑ÷Àæ× (slide master) ´êÚùß áðÔæØùÔ Ùýù 

æ$Ì×× û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù. äµ´ùß́ , åµÅ á÷ÀÚÍûõß æÚÎ´ ùÚÌ´$ó× æØ è`ùÛµÈ÷ÀÛ ä× þ$Ñõ æÚÎ´ <$&Ú÷À$×æ 

<ùßµùß ´ùß÷À̀ ×Ú &úÀ{ùß æØùßù&úÀ{ùß æØùßù&úÀ{ùß æØùßù&úÀ{ùß æØùßù. (ÙæÝóÔ 06)    

       

(c) ÑùÚÑ÷Àæ &‘æÜ$ùßõÚ / &ßÙ×Ú³ ðÜ$ùß&ÚÂùß&ß (Slide Transitions) &{ &¶ÒæØó× (Animation) ×ùÔ 

û<Ìµû$×Úùß> (PowerPoint) þ$Ñõµ×ùß á÷ÀÚÍûõß æØù Ñð ûÜµ×$ßíù<õß <ù à‘è (features) µ÷ÀææÚ. &ßÙ×Ú³ 

ðÜ$ùß&ÚÂùß&ß, &¶ÒæØóµ×ùß  µ<ù&ßµæ$ðµ<ù&ßµæ$ðµ<ù&ßµæ$ðµ<ù&ßµæ$ð    ÷Àæß<ùßù÷Àæß<ùßù÷Àæß<ùßù÷Àæß<ùßù.  (ÙæÝóÔ 06)    

(´Ô_ ÙæÝóÔ 15) 

03 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 
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AA1 Ñþ$è× &úÀ{$ µûùÛ&Ú® ÁÚÂ]×ùßµèß æ$Ì×&$øù× ÑÁßµÙßÂó× æÚÎ´ð äßäß̄  ÁÜÛ Ù‘æ$ à$×õù× &`Ù&ÔÈ 

æØÆùß &Ú̄ . ÁÚÂ]×ùßµèß ÙæÝóÔ ÑÁßµÙßÂó× æÚÎ´ &úÀ{$ þ$Ñõ æ} <`ò ûõÜÚæ$µÓ (worksheet) ãø#õ×æß 

(extract) û{õ ÷À̀ æßµÓ: 

 AAAA    BBBB    CCCC    DDDD    EEEE    FFFF     

1     ÑÂ×µ×ß ù´ÑÂ×µ×ß ù´ÑÂ×µ×ß ù´ÑÂ×µ×ß ù´         

2 Ñþ$è à‘æ×Ñþ$è à‘æ×Ñþ$è à‘æ×Ñþ$è à‘æ×    FABFABFABFAB    QMBQMBQMBQMB    EBAEBAEBAEBA    BLEBLEBLEBLE    Ố_ ÙæÝóÔỐ_ ÙæÝóÔỐ_ ÙæÝóÔỐ_ ÙæÝóÔ     

3 E1255 85 60 78 70   

4 E1258 90 50 67 0   

5 E1251 77 45 90 69   

6 E1267 55 0 45 59   

7 E1275 80 55 69 68   

8 E1280 79 60 75 57   

9 E1293 55 60 80 60   

10        

11 á{}´ ÙæÝóÔ       

12 àòỐ  ÙæÝóÔ       

13 &$´$ù] ÙæÝóÔ       

û`õÝØ`Èûõæ (spreadsheet) þ$Ñõ æØùÔ Ùýù ÁÜÚõ×ùßµèß {$ &ÕõÜ<Ù ÷À̀ ùỐ  þ$Ñõ æØÆùß, 

(a) F3 µæ$ßÂµ×ß (cell) ÑÂ××ùß {õµÌ Ố_ ÙæÝóÔ èóù× æÚÎ´ &úÀ{$ µ×$ßè] ÁÜÚõ× {úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù. 

(&ð{ù: õùÚ ÁÜÚõ×æß þ$Ñõ æ} ×ÔõÝ×).  (ÙæÝóÔ 02) 

  

(b) B11 µæ$ßÂµ×ß FAB ûÜÁßù ûõÜ× &úÀ{$ Ùý$èõß á{}´ ÙæÝóÔ èóù× æÚÎ´ &úÀ{$ µ×$ßè] ÁÜÚõ× {ú̧ù$ {ú̧ù$ {ú̧ù$ {ú̧ù$ 

÷Àæß<ùßù÷Àæß<ùßù÷Àæß<ùßù÷Àæß<ùßù.  (&ð{ù: õùÚ ÁÜÚõ×æß þ$Ñõ æ} ×ÔõÝ×).  (ÙæÝóÔ 02) 

  

(c) C12 µæ$ßÂµ×ß QMB ûÜÁßù ûõÜ× &úÀ{$ Ùý$èõß àòỐ  ÙæÝóÔ èóù× æÚÎ´ &úÀ{$ µ×$ßè] ÁÜÚõ× {úù̧$ {úù̧$ {úù̧$ {úù̧$ 

÷Àæß<ùßù÷Àæß<ùßù÷Àæß<ùßù÷Àæß<ùßù. (&ð{ù: õùÚ ÁÜÚõ×æß þ$Ñõ æ} ×ÔõÝ×).  (ÙæÝóÔ 02) 

  

(d) D13 µæ$ßÂµ×ß EBA ûÜÁßù ûõÜ× &úÀ{$ Ùý$èõß &$´$ù] ÙæÝóÔ (average) èóù× æÚÎ´ &úÀ{$ µ×$ßè] 

ÁÜÚõ× {úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù. (&ð{ù: õùÚ ÁÜÚõ×æß þ$Ñõ æ} ×ÔõÝ×).  (ÙæÝóÔ 02) 

 

(e) Ñþ$è à‘æ E1267 ÷ÀØó ÁÚÂ]×$ QMB ûÜÁßù ûõÜ× &úÀ{$ µù$û`ÆóÚ ù Ốõß <`Ø÷ÀÚ µÙ& å{Ôð ÙæÝóÔ Ã‘÷̧<æß 

÷ÀÛ õÚýÔµóß ùÈ, C13 µæ$ßÂµ×ß QMB ûÜÁßù ûõÜ× &úÀ{$ Ùý$èõß &$´$ù] ÙæÝóÔ èóù× æÚÎ´ &úÀ{$ µ×$ßè] 

ÁÜÚõ× {ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù. Ñþ$è× &úÀ{$ û`Æó &Ú® &Ú×Ï´ ÁÚÂ]×ùß ÙæÝóÔ Ã‘÷̧<ð <ò$ <`±µ×ùß Ùý$ 

õÚýÔµóß×`×Ú ãûæÙßûù× æØùßù. (&ð{ù: õùÚ ÁÜÚõ×æß þ$Ñõ æ} ×ÔõÝ×). (ÙæÝóÔ 03) 

(f) µ´´ Ñþ$è à‘æ, Ùý$èõß Ố_ ÙæÝóÔ <Ù àùÔûÚ}Úµ<Ù àùÔ< à$µØ$ß{ó ûÚ}Úµ<Ùð (ascending order) 

&æ&ßæÚÎ´ &úÀ{$ à÷À$Ù <ù ûÚ×<Ø {úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù. äæß äæß ÁÚÂ]×$µèß Ố_ ÙæÝóÔ ÷À̀ ùð´õß åý Ùý$µèù 

à`õ`×Ú ãûæÙßûù× æØùßù.  (ÙæÝóÔ 04) 

(´Ô_ ÙæÝóÔ 15) 

 

04 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 
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åý, í$õ]ùßõØ ý`‘æÝ<æß <ù µè$ßÙßòùß &ùß ý`‘æÝµÓµè$ßÙßòùß &ùß ý`‘æÝµÓµè$ßÙßòùß &ùß ý`‘æÝµÓµè$ßÙßòùß &ùß ý`‘æÝµÓ ÁÜÛ Ù‘æ$µÓ à`õÚ Á$ç$µÓ åµÅ ỐÙ] æð×ÔõÝ û<õß<$µèù 

×ùßµùß×`×Ú ãûæÙßûù× æØùßù. åýµèß &Ú×_ ỐÙ] ûÜþ<×ùßð ûÚÑ&Û́ ð µ´ùß́  µ<ùõß ý`‘æÝ <Ùð àØ Ố÷ÀÙß 

´$Ø`æÚÎÈ &Ú÷̧æÚÎ´ð {`æÚ<ù ûÍ÷ÀÚÀ, ý`‘æÝ< ´êÚùß àùßõÌí$Ù ý`‘æÝ µû$ßðÙ×æß (Internet banking portal) åýð 

&û×$ ÷ÀÛ à`õ. äµ&ß́ , í$õ]ùßõØ< <Ù‘èÝ ó× æ$³ûõæß (credit card) û<$ åýð &û×$ ÷ÀÛ õÚµÅ.  

(a) &$ÈûÜ÷À$×æ ý`‘æÝ û{&ÔæÈ &´è &`&úÀÛµÈ÷ÀÛ àùßõÌí$Ù ý`‘æÝ û{&ÔæÈ þ$Ñõ æÚÎµÈ <$&Ú õÝùæß(03) æß 

Ù`×Ú&ßõÝèõ æØùßùÙ`×Ú&ßõÝèõ æØùßùÙ`×Ú&ßõÝèõ æØùßùÙ`×Ú&ßõÝèõ æØùßù. (ÙæÝóÔ 03)  

(b) à$ØæßÂ$µÓ æòæÚÎ´æß (security breach) &Ú÷Ò̧ à`õÚ ý`Ñùß åýµèß àùßõÌí$Ù ý`‘æÝæØó ỐØ û÷À× 

(password) µ<ù&ß æØù µÙ& áÙßÙ$ &Ú®Æùß µè$ßÙßòùß &ùß ý`‘æÝµ<ùß µè$ßÙßòùß &ùß ý`‘æÝµ<ùß µè$ßÙßòùß &ùß ý`‘æÝµ<ùß µè$ßÙßòùß &ùß ý`‘æÝµ<ùß ×`×Ú &ÚõÚ× {`æÚ Ñ÷Àß]Ôõß õ`û|Ùæß 

(email) ´|õ÷ÀÛ åý µ<õ Ù`Ä à`õ. µ´´ æ$Ì×× áðÔæÚÎ´ &úÀ{$ µ<Å ûÚðÔ<æð &ÔûÚÍ &Èýùßøæ×æß ÷À 

(hyperlink) Ñ÷Àß]Ôõß õ`û|µÙß à`õÝÙõß æØ õÚýÔóÚ.  

ỐØû÷À× µ<ù&ß æÚÎ´ð õÛØó× æÚÎ´ð µûØ åý Ñ&Úùß èùÔ Ùýù æÚ&Ú×È ûÕÌµ<$ßû$×ùß (precautions) 

µ<µõ$õß äß ûÚ}ÚýúÀ< Ñ´&ùßùÑ´&ùßùÑ´&ùßùÑ´&ùßù.  (ÙæÝóÔ 06) 

(c) åµÅ ó× ûõ (credit card) þ$Ñõ æØ í$õ]ùßõØ ´$Ìèèõ µû$õß{ÙæÚùß (international online bookstore) 

µû$õæß ÆÙ÷ÀÛ è`ùÛµÈ÷ÀÛ åý Ñ&Úùß åµÅ ó×ûõð à÷À$Ù < &`û×Ú× ×ÔõÝ, ó×ûµõ{Ú à`õÝÙõß ÷Àõßõ à×Úõ´ 

õÝùæß(03) &úÀ{ùß æØùßù&úÀ{ùß æØùßù&úÀ{ùß æØùßù&úÀ{ùß æØùßù.  (ÙæÝóÔ 03)  

(d) àùßõÌí$Ù× {Ø{$ þ$óßò ÆÙ÷ÀÛ è`ùÛµÈ <$&Ú õÝùæß(03) &úÀ{ùß æØùßù&úÀ{ùß æØùßù&úÀ{ùß æØùßù&úÀ{ùß æØùßù.  (ÙæÝóÔ 03) 

 (´Ô_ ÙæÝóÔ 15) 

    

    

    

 

µí$ßùß µ&ý&ßõÚ×ùß ´{õ$µí$ßùß µ&ý&ßõÚ×ùß ´{õ$µí$ßùß µ&ý&ßõÚ×ùß ´{õ$µí$ßùß µ&ý&ßõÚ×ùß ´{õ$ (john@lankajintea.lk) &Û́ $&{Úõ Ù‘æ$¬ùß µõß àûù×ùæØ`µ<$ß (µû[÷ÀßèÙÚæ&Û́ $&{Úõ Ù‘æ$¬ùß µõß àûù×ùæØ`µ<$ß (µû[÷ÀßèÙÚæ&Û́ $&{Úõ Ù‘æ$¬ùß µõß àûù×ùæØ`µ<$ß (µû[÷ÀßèÙÚæ&Û́ $&{Úõ Ù‘æ$¬ùß µõß àûù×ùæØ`µ<$ß (µû[÷ÀßèÙÚæ))))    &´$èµÈ&´$èµÈ&´$èµÈ&´$èµÈ 

èóæ$½æ$Î<Ø×$ µÓ. ù<÷ÀÚÙßÙÚµ×ß, áùß÷ÀÚ×ùß µõß áùß÷ÀÚ×ùß µõß áùß÷ÀÚ×ùß µõß áùß÷ÀÚ×ùß µõß àûù×ùæØ`µ<$ß &´$èµÈàûù×ùæØ`µ<$ß &´$èµÈàûù×ùæØ`µ<$ß &´$èµÈàûù×ùæØ`µ<$ß &´$èµÈ ÆÙ÷ÀÛ è`ùÛµÈ ùÚ}ø$Í×$ <ù ÑØ$> &Ú‘ ÑØ$> &Ú‘ ÑØ$> &Ú‘ ÑØ$> &Ú‘ 

´{õ$ð´{õ$ð´{õ$ð´{õ$ð (vsingh@indiatea.in) Ñ÷Àß]Ôõß õ`û`Ùß ûóÚÑò×æß (û{õ ÷ÀÛ à`õÚ ûóÚÑò× ýÙùßù) ×`Ò´ð å{Ôð à<Á]< 

õÚµÅ.        

&Û́ $&{Úõ Ù‘æ$¬ùß µõß àûù×ùæØ`µ<$ß (µû[÷ÀßèÙÚæ&Û́ $&{Úõ Ù‘æ$¬ùß µõß àûù×ùæØ`µ<$ß (µû[÷ÀßèÙÚæ&Û́ $&{Úõ Ù‘æ$¬ùß µõß àûù×ùæØ`µ<$ß (µû[÷ÀßèÙÚæ&Û́ $&{Úõ Ù‘æ$¬ùß µõß àûù×ùæØ`µ<$ß (µû[÷ÀßèÙÚæ))))    &´$èµÈ&´$èµÈ&´$èµÈ&´$èµÈ æ}´ù$æØó àø]æßÂ æ´Ùß µûµÌØ$ ´{õ$æ´Ùß µûµÌØ$ ´{õ$æ´Ùß µûµÌØ$ ´{õ$æ´Ùß µûµÌØ$ ´{õ$ 

Ñ&Úùß, INVOICE20150201A.docx. ×ù ÙÚûÚµè$ùÔ< ÷À &´ê µ´´ Ñ÷Àß]Ôõß õ`û`Ùß ûóÚ<Ôòµ×ß ûÚðûõæß, áùß÷ÀÚ×ùß µõß áùß÷ÀÚ×ùß µõß áùß÷ÀÚ×ùß µõß áùß÷ÀÚ×ùß µõß 

àûù×ùæØ`µ<$ß &´$èµÈ àûù×ùæØ`µ<$ß &´$èµÈ àûù×ùæØ`µ<$ß &´$èµÈ àûù×ùæØ`µ<$ß &´$èµÈ æ}´ù$æØó àø]æßÂ <ù ùµÌùß÷º µè$ßûÚ ´{õùµÌùß÷º µè$ßûÚ ´{õùµÌùß÷º µè$ßûÚ ´{õùµÌùß÷º µè$ßûÚ ´{õ$$$$ (ng@indiantea.in) µ<õ å{Ôµèß 

÷À̀ ùè`ùÛ́  &úÀ{$ ×`Ñ× ×ÔõÝ ý< ùÚÌµ÷ÀßÁ æØ à`õ. äµ&ß́  µ´´ Ñ÷Àß]Ôõß õ`û|µÙß ûÚðûõæß å{Ôð ÷À Ù`Ã× ×ÔõÝ ù Ốõß, 

å{Ôµèß Ñ÷Àß]Ôõß õ`û`Ùß ÙÚûÚù× (md@lankajintea.lk) ×<ùßù$ð {`Ø µ<ùõß æÚ&Úµ<æÝð ý`ÙÚ× µù${`æÚ Ñ× ×ÔõÝ ý< 

æ´Ùß µûµÌØ$ ´{õ$æ´Ùß µûµÌØ$ ´{õ$æ´Ùß µûµÌØ$ ´{õ$æ´Ùß µûµÌØ$ ´{õ$ Ñ&Úùß õ<÷Ø̧ðõß ùÚ×´ æØ à`õ.  

åýð µí$ßùß µ&ý&ßõÚ×ùß ´{õ$µèßµí$ßùß µ&ý&ßõÚ×ùß ´{õ$µèßµí$ßùß µ&ý&ßõÚ×ùß ´{õ$µèßµí$ßùß µ&ý&ßõÚ×ùß ´{õ$µèß æ$Ì×þ$Ø× æÜÚ×$õß́ æ æÚÎ´ð &Ú÷Ò̧ à`õ`×Ú ÷À, åý ùÕõù Ñ÷Àß]Ôõß õ`û`Ùß 

´#÷æ̧$‘è þ$Ñõ æØù ý< ÷À ãûæÙßûù× æØùßù.    

åýð õ<÷Ø̧ðõß û{õ &úÀ{ùß µõ$ØõÝØ` ÷À &û×$ à`õ: 

(1) &Û́ $&{Úõ Ù‘æ$¬ùß µõß àûù×ùæØ`µ<$ß (µû[÷ÀßèÙÚæ) &´$èµÈ&Û́ $&{Úõ Ù‘æ$¬ùß µõß àûù×ùæØ`µ<$ß (µû[÷ÀßèÙÚæ) &´$èµÈ&Û́ $&{Úõ Ù‘æ$¬ùß µõß àûù×ùæØ`µ<$ß (µû[÷ÀßèÙÚæ) &´$èµÈ&Û́ $&{Úõ Ù‘æ$¬ùß µõß àûù×ùæØ`µ<$ß (µû[÷ÀßèÙÚæ) &´$èµÈ    ÙÚûÚù×:        

à‘æ 100, õÚÉÍè&ß×$× û$Ø, µæ$}Ö 05, ÁÜÛ Ù‘æ$<.  µðÙÚ/\`æß&ß : +94 -11 -2339449        

(2) áùß÷ÀÚ×ùß µõß àûù×ùæØ`µ<$ß &´$èµÈ áùß÷ÀÚ×ùß µõß àûù×ùæØ`µ<$ß &´$èµÈ áùß÷ÀÚ×ùß µõß àûù×ùæØ`µ<$ß &´$èµÈ áùß÷ÀÚ×ùß µõß àûù×ùæØ`µ<$ß &´$èµÈ ÙÚûÚù×:    

ÍÙ$×ùß&ß µè$òù`èÚÙßÙ, à‘æ 34, {×Ú &ß̄ Ü>, ù< ÷ÀÚÙßÙÚ×, áùß÷ÀÚ×$<.   µðÙÚ/\`æß&ß : +91 -1029 2993 23 

05 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 

06 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 
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(a)(a)(a)(a) Ñ÷Àß]Ôõß õ`û`Ùß ×`Ò´ &Èýùßøµ×ùß åýµèß ÷À̀ ùỐ  þ$Ñõ æØ á{õ µõ$ØõÝØ` &ùßùÚµÓ÷Àù× æÚÎ´ &úÀ{$, à‘æ 

1 &Úð 8 ÷Àæß<$ ÙæÝóÔ æ} µæ$ðÔ &úÀ{$ µ×$ßè] û$ñ {úù̧${úù̧${úù̧${úù̧$    ÷Àæß<ùßù÷Àæß<ùßù÷Àæß<ùßù÷Àæß<ùßù. åµÅ ãõßõØ×, ãõßõØ µû$µõß, äæß äæß 

µæ$ðÔ à‘æ× &´è ÙÚ×ùßù. 

µ<õ: ----------------------- (1) --------------------------- 

CC: ----------------------- (2) --------------------------- 

BCC: ----------------------- (3) --------------------------- 

ÑÂ×: ----------------------- (4) --------------------------- 

ûÜÚ×  ------------------- (5) -----------------  ´{õß́ ×$µóùÚ, 

 

2015 µûýØ<$Í 01 ÷ÀÚù åý Ñ&Úùß æØù Ù÷À ÆÙð è`ùÛÈ µ<ùÔµ<ùß µèÒ´ð {ÚêÒ à`õÚ Ố÷ÀÙß 

×ù ÑÂ× ×ðµõß ´$ Ñ&Úùß 2015.03.17 &{ 2015.03.20 ÷ÀÚù×ùß{Ú ÷ÀÛ ä<ù Ù÷À Ñ÷Àß]Ôõß õ`û`Ùß 

<Ùð µ×$ Ố µ<Æ. (µ×$ Ố< - áùßµ<$×Ú&ß à‘æ 20150201A µÈ &´è à Ốó$ à`õ). äæ÷̧ Ñ÷Àß]Ôõß 

õ`û|Ùæð<õß åýµèùß ûÚ}ÚõÝØ` Ù`Ä µù$´`õÚ ý< &úÀ{ùß æØùßµùß æóè$ðÔµ<ùÚ. ỐÙß 

áùßµ<$×Ú&Ú× ù`<õ à Ốó$ ä<ùßµùß åýµèß æ$Ø`óÚæ à<ø$ù×ð ×. 2015 ´$ÌõÝ 31 ÷ÀÚùð 

µûØ, µèÑ× ×ÔõÝ< à`õÚ ÷À| &Ú×ÙßÙ ûÚ×<$ ÷À̀ Ç´ð æ$Ø`óÚæ <Ô< ´`ùÑ. äµ&ß æÚÎ´ð 

àµû$µ{$&õß ÒµÈ ûÜõÚüÙ× åý &´è à`õÚ àûµèß èÚÑ&Ố  <{$´ à<&ùß Ò´ ×.  

 

&ßõÞõÚ×Ú, 

åµÅ ÑÁß<$&Û, 

 ----------------------- (6) --------------------------- 

àõß&ù û$ñ  
(Signature  
Text) 

----------------------- (7) --------------------------- 

à` ỐóÔÈ ----------------------- (8) --------------------------- 

 (ÙæÝóÔ 12) 

 

(b)(b)(b)(b) &$ÈûÜ÷À$×Úæ õ`û`Ùß &´è &&úÀ$ ý`ÙÛµÈ÷ÀÛ Ñ÷Àß]Ôõß õ`û`Ùß þ$Ñõµ×ß <$&Ú õÝùæß(03) &úÀ{ùß æØùßù&úÀ{ùß æØùßù&úÀ{ùß æØùßù&úÀ{ùß æØùßù.  (ÙæÝóÔ 03) 

 (´Ô_ ÙæÝóÔ 15) 
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û÷À &`æ&ÛµÈ ´#÷̧æ$‘è×æß þ$Ñõ æØ ûÚ}Úµ×Ù æ} Ố÷ºÚõ áùßµ<$×Ú&Ú×æß û{õ ûÚ}ÚÃÖÔµÓ (image) Ñ÷À{$ ÷À̀ æßµÓ: 

 

 

 

07 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 

 

100, 
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û{õ (a) &Úð (g) ÷Àæß<$ &úÀ{ùß æØ à`õÚ á{õ ûÚ}ÚÃÖÔµÓ âõÙ µ×$÷À$ {ú̧ùß<$ ÷ÀÛ à`õÚ, äæß äæß æ$Ì×× &ÈûÕÌó 

æÚÎ´ &úÀ{$, åý Ñ&Úùß þ$Ñõ æØùÔ Ùýù û÷À &`æ&ÛµÈ à‘è× (word processing feature) ã÷À${Øóµ×ß ÷ÀÛ à`õÚ 

à$æ$Ø×ð, û`{`÷ÀÚÙÚ æû`{`÷ÀÚÙÚ æû`{`÷ÀÚÙÚ æû`{`÷ÀÚÙÚ æØùßùØùßùØùßùØùßù. àæÝØ` õØµÈ (font size) µ{$ß àæÝØ` <Ìèµ×ß (font type) µ<ù&ßÒÈ, åý Ñ&Úùß &úÀ{ùß 

æ} ×ÔõÝ µù$µÓ. 

(µÈ &úÀ{$ åý Ñ&Úùß, ´×ÚµæÜ$µ&$\ß> <Ì³ (Microsoft Word) ´#÷̧æ$‘è× þ$Ñõ æØùßµùß×`×Ú ãûæÙßûù× 

æØùßù. µ´´ æ$Ì×× &úÀ{$ åý þ$Ñõ æØù ûÍèóæµ×ß ÷À#ò ±&ßæµ×ß (hard disk) µõß µæ$ßûßû×æ ûÚ}ÚÃÖÔ 

µè$ùÔ<æß (tea cup image file) à`õÚ ý< ÷À õ< ÷̧Øðõß åý Ñ&Úùß ãûæÙßûù× æØùßù.)  

ã÷À${Øó× ã÷À${Øó× ã÷À${Øó× ã÷À${Øó× ::::        

ûÜÁßù×ûÜÁßù×ûÜÁßù×ûÜÁßù×    :::: µõß µæ$ßûûµ×ß ûÚ}ÚÃÖÔ< (image) ÙÚ×ÑÙßÙ (document) ´õð è`ùÛ́ ð (ûÚ}ÚÃÖÔµÓ "aaaa" ÙæÝóÔ æ} 

âõÙ× ýÙùßù). 

ãõßõØ×ãõßõØ×ãõßõØ×ãõßõØ×    : : : :     ÷À#ò ±&ßæµ×ß à`õÚ µõß µæ$ßûßûµ×ß ûÚ}ÚÃÖÔ< ÷À#ò ±&ßæµ×ß à`õÚ µõß µæ$ßûßûµ×ß ûÚ}ÚÃÖÔ< ÷À#ò ±&ßæµ×ß à`õÚ µõß µæ$ßûßûµ×ß ûÚ}ÚÃÖÔ< ÷À#ò ±&ßæµ×ß à`õÚ µõß µæ$ßûßûµ×ß ûÚ}ÚÃÖÔ< Insert Insert Insert Insert ->    Picture Picture Picture Picture µ×$÷À$ ÙÚ×ÑÙßÙ ´õð µ×$÷À$ ÙÚ×ÑÙßÙ ´õð µ×$÷À$ ÙÚ×ÑÙßÙ ´õð µ×$÷À$ ÙÚ×ÑÙßÙ ´õð µèù à÷À$Ù µèù à÷À$Ù µèù à÷À$Ù µèù à÷À$Ù 

õ`µù{Ú &ßö$ùèõ æØùßùõ`µù{Ú &ßö$ùèõ æØùßùõ`µù{Ú &ßö$ùèõ æØùßùõ`µù{Ú &ßö$ùèõ æØùßù....    
 
 

(a) "TO" &{ "SHIP TO" µÙßýÙß õÚØµ×ß (screen) &ßö$ùèõ æØ à`õÚ à$æ$Ø×ð &ßö$ùèõ æÚÎ´ð (ûÚ}ÚÃÖÔµÓ 

"bbbb" ÙæÝóÔ æ} âõÙ× ýÙùßù).  (ÙæÝóÔ 02)  

(b) áùßµ<$×Ú&ß à‘æ× (INVOICE NUMBER) &{ ÷ÀÚù× (DATE) ÙÚ×ÑÙßµÙß ÷ÀæÝóÔ û`õßõð è`ùÛ́ ð (ûÚ}ÚÃÖÔµÓ 

"cccc" ÙæÝóÔ æ} âõÙ× ýÙùßù).  (ÙæÝóÔ 02)  

(c) "CONFIDENTIAL" ×ù <ëù× ÙÚ×ÑÙßµÙß ÷ÀÛ à`õÚ à$æ$Ø×ð ùÚÌ´$ó× æØ àµùæß û$ñ <Ùð ûÚðÔû&Úùß 

(behind the other texts) µûùßÒ´ð (ûÚ}ÚÃÖÔµÓ "dddd" ÙæÝóÔ æ} âõÙ× ýÙùßù).  (ÙæÝóÔ 02)  

(d) QUANTITY, DESCRIPTION, UNIT PRICE &{ TOTAL ×ù µæ$ðÔæ} (boxed) à×Úõ´×ùß äß 

à$æ$Øµ×ùß ÷À̀ æßÒ´ð (ûÚ}ÚÃÖÔµÓ "eeee" ÙæÝóÔ æ} âõÙ× ýÙùßù).  (ÙæÝóÔ 02)  

(e) µèÒÈ ãûµ÷À&ß (Payment Instructions) &ÚØ&ß (vertical) à$æ$Øµ×ùß µûùßÒ´ð (ûÚ}ÚÃÖÔµÓ "ffff" ÙæÝóÔ æ} 

âõÙ× ýÙùßù). (ÙæÝóÔ 02) 

(f) {Í×ð´ Ñ÷Àß]Ôõß {Ô<´$Ø`< (electronic transfer) ×ùßùð û&Ô< (just after) "1111" àæÝØ ãòð &Ú®ù µ&ß ÷À̀ æßÒ´ð 

&{ ä×ð &Èýùßøæ û$ñ×æß (a linked text) ûÚðÔµÓ û{}Úùß ÷À̀ æßÒ´ð (ûÚ}ÚÃÖÔµÓ "gggg" ÙæÝóÔ æ} âõÙ µ÷Àæ 

ýÙùßù). (ÙæÝóÔ 03) 

(g) µèÒÈ ãûµ÷À&ß (payment instructions) á&ß́ õÝµæ$ð µûùßÒ´ &úÀ{$ à_ û$ð µæ$ðÔ<æß õÝÙð ä´ ãûµ÷À&ß 

è`ùÛ́ ð (ûÚ}ÚÃÖÔµÓ "hhhh" ÙæÝóÔ æ} âõÙ× ýÙùßù). (ÙæÝóÔ 02) 
 (´Ô_ ÙæÝóÔ 15) 

 

 

 
B µæ$ðµ&{Ú à<&$ù×    


