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CODS BES eigen - e 03 3. Egoeon : 07
@G ogn: 07
2) oo op Qe e CRE O FOO: <
©OL3 FOOBDS CRHA
A B3R SEDEO TS eSEO ¢BNES 6. 40
B S ews HHSHO VTN TS ENBEE . 60
20 cre 100

3) OECO T (3¢ @IBe3 GcNC) PHOD, D) DD CISWIP) (AP NG (DD B>

A om0

Deddn sSFeen oa¥» (OTQs)
a8 gedn Sedes (20) B.

(90 e 40)
01 2 gedoxs

@ 1.1 8O 1.10 ¢y g5 & &3¢) QDS £3¢53 DT 6DISHID. DI DTG FEIE Fotded
SED Fotded LIDD PR (DT ecew Eeaio.

1.1 "8e®" (Queries), "©08m" (Reports) o "g1waB" (Forms) v cooenss (features) egosies cms
EICHD OB @LICOR VIL® DEDed ¢?
(1) ¢ eswesoxs (Word Processor).
(2) o28es B8e® weRmmS (Presentation Manager).
B) T e DRIV B (Database Management System).

4) S@S @actm.ocs (Spreadsheet Software).

1.2 DOCX ecnp 22 (file extension) es@sios D536 S0 cIcHs OB @3 BILwe DB 58 &?

(1) ¢ eswesoxs (Word Processor).
(2) o28es B8e® weRmmS (Presentation Manager).
B) I e DRIV B (Database Management System).

4) SS@S @actm.ocs (Spreadsheet Software).



1.3

14

1.5

1.6

1.7

1.8

1.9

emd® (eCERFIED IO OB S8 FPSE O Yol T IEIVW, B BNEDEwR) S
Bed. ¢pS& Tows 8 (periodic) emned ¥, oo B YoE M ER (TeETed FDED YCC S
eC FOBTDS SEC) gpeIBmes (internal rate of return) oems B8 e @y / g S8
98BeIecNI0 OFesE & OB, S ey JO) Fess), @ G (function) N ®¢ gc?

(1) IRR (2) XIRR (3) PMT (4) PPMT

CDF S8 TN TS SSE, SOTSDOE G SOELD SHNOE SHECD SOBD @EEE
303 (symbol). S et HTHO® scey) S e ¢ (terms) geds S E
DG NI DD &?

s

(1) MICR Code (2) QR Code (3) Binary Code (4) RFID

B0 Suwesn S8 O O SeSeO (slide) coms (notes) FHDED DS Bead, VBN
s0Ee3D0 928 BB Eewi ©S Ber). C(Fers s8menmaey (laptop computer) &5 AH@1s
exesIodees (multimedia projector) ¢ DSBS O 928 BELO, YO / WWO TG LOND
NBOO FOms Y, sOEEHNSTODE FDED SHD LICHS OB Fo®3 VN0 Tewlsns ed &?

(1) Rehearse Timing. (2) Read Narration.

(3) Present Online. (4) Presenter View.
S e IO ¢edsl, DEDNmed N emedn 58w ERP @actm.ows o5ies 9 ¢?
(1)  Microsoft Project. (2) Microsoft Access.

(3) SAP. (4)  Office 365.

S e JO) gneds, 8Gementd D88 (Microsoft Word) & o) 8@ (Cut), 80w B8
(Copy) e &2 (Paste) c3cen NS emeSD 6939w (shortcut) ezndsies) ©O© ¢?

(1) CTRL +C. (2) CTRL + V. (3) CTRL +X. (4) CTRL + Z.

S CHs IO e, & D Bewlins emecn e ©00e® ea gd @ (Top Level
Domain for websites) Becsiesns emedes 9SS ¢?

(1) Ik (2) .lanka (3) .sri (4)  .srilanka

B DD ODeCHPSEIDNO & EomNed DNERS eIBD Sedw SO NS NWIWO FSYCE IS
BEOO g G 80, @ 3Dy @i geds, DO MDD BE NBC?

(1) Common Electronic Fund Transfer Switch (CEFTS).

(2) Society for Worldwide Interbank Financial Telecommunication (SWIFT).

(3) Traveler's Cheques.

(4) Credit Cards.
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1.10 "BitCoin" wpeds mRPednies:

(1) & E™ed o ¢3S B VOGO FSYCE ANSBEO e3¢ ©NAIDTIN POl HIS.
2) 9593 NEDOD e FRSDE NOD eWESH) FIIIDD DS,

(3) ©Semnecnlo SwetsE 8 Yo 28® (currencies) @A) BEO0 8D eed® ¢ FIIBecd

DS

4) e85 Eed 8D emeds S5 (C3.a51) GeE DE®ed HOS.

Gt 1.11 GO 1.16 ¢y &5 o SFadonzl @ g SR ticsy Ddmas &0 ¢ & G Jo»
DT IS, 6DINDS DI, FEIE S Foti3 830 DeR (DT ecIey (FeaI:

1.11

1.12

1.13

1.14

1.15

1.16

DT BEID» aSgen cscom (pre-defined objectives) meams SER 998 NBAO SEBEDED HO
NBND ENTO  ABeeLNO SWEBE B e (Functions / Formulas)
e (in-built) .

OBeenNId e Ed & sFm ewis (cells), ...oooviviiiiiiiiiiinn. (ROW + COLUMN /
COLUMN + ROW) a588e0E cISmews &eoney) CAS.

RITD T o DEEMIVSE B (relational database management system),
.......................... [ (Tables) / ecng) (Files) | 2 @] D& @D I SCHm Hed.

MS Word 8 $ios oo ScBE00 S0 gOms D568 D, .iviviiiiiiiiiiiiiinnn (Voice
Recognition / Macros) ©18m ©S88 g0 (eces sSom (record) ®¢ oides.

O3emendd areesed (Microsoft Access) & ©@es® (QUETies) ..vvvvvvvevvinininnnnen. (SQL / HTML)
O DSBS ES enScs.

HE By sedomedde (accessing web pages), .......oeeeiiiiiiieinnnn, (HTTP / VOIP) B@10Ews
(protocol) eaexn] 0 08> ST Ee.

¢ 1.17 30 1.20 ¢y 00 E ¢S O O Smimes, D8 ¢, Fess ¢ o t¢ow D). Ded DI
(€55 @7 GFeIDB D)), FEIE SO FotIC3 83D (IS 66D B3N

1.17

1.18

1.19

1.20

B¢ @ (email) E8w» "@" e ec B LSS,

GIBD IEDWED), DITISEHD NEDID 300 SEED SICDWID 6E eSS PISWB T NEDID,
28 »g S,

sSoemed 8exn@n0 (PowerPoint) cdddiesmens oS Sed m0, Snjetdid OwlddecicE (Windows
Explorer) ecdds @eehn @) goe S0 (double clicked) @08eenBsId 028es B8e® ecnpmds
eI FHNTO® D) &D.

20 8D DB By B® cSwBBW DFFHOO 638, SCOE® D 9O BEO 5Ce) cIPWDBIS

w8 B-ee30 (factory reset) BEQO eces ecy) Cied.
(Dm0 e 02 a3, 9O e 40)
A 6106838 §Oe1cs
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B emo0es

S SO (04) SOES IS RSB &6

(&R coe 60)
02 2 gedores
DaFBE GIBISD) FISDHDIID CHD SCHVPD (N B EEINOD SHBD BSiBTHs DS &:
35T e® el ey Senmnd
&ess esess Be052.8 g e g
SR | epPss Bc51058.8 e300 ¢CS | SeIFeTees Esn

Gotd 20 oGS <o Senc 3009 B8e® @iy (S DI
1001 | gocEs @SS 931401235V | 2018-05-10 1 2,000.00 eE® Y
1002 | 8588 QNB 858152400V | 2017-06-01 3 7,000.00 LOPS Y
1003 | edommcse® | BSt 920510400V | 2017-05-01 1 6,000.00 CINBTBIS Y
1004 | ecsEedes’ | @GO 918210450V | 2017-08-01 2 2,000.00 DOSOES N
1005 | &G 628w 902371588V | 2017-06-01 2 3,000.00 OCE N
1006 | 838 NS 931812566V | 2016-06-01 2 9,000.00 S Y
1007 | en8E IS 933551789V | 2017-06-01 1 6,000.00 eE® Y
1008 | geaene ey 900540370V | 2017-09-01 1 5,000.00 D FNSOES Y

es00sT:

* Sm® @IV 1, 2 e] 3 ed.

o FNME Ksuss G EWIEtOn e e ¢ B @iy BEDNW e@dP0 emNBD Y FCD

BEe® iy 6® ¢ e®D) G Bsunics.

DD D SV BEASS BEWI, SHD LB SEHHOEO DS BITD.

(@)

(b)

(©

SO LD O O eSS LICe DN £3¢83 CoD DEDS HEDN WO
edped O

¥ D8

&8 G

esess NG

5B NepBSS Gotdcs

BB g e

0 g Seme ©J0®

e® ¢ e®y Bsd o FC BEe® @iy

Pacsioy imimtes)

TS Bess DS

(c=e 08)
2D e FDedH, asd Coas BER (lookup fields) 28 D¢ OB g3 Fedpsn e WO,
(c=e 02)

FNS e Eusws S8 e S wdgBen Eud.d iy cOIehn, IS @08,
@33 BV FITDBIIO FOGOSD G, ABewmecno arecscd (Microsoft Access) 08 DS @@
NS EANOD NP eWetIcS3 HEMEE DSTID.

(698 T 55O &3¢ FOMDID FATD oy o EHHESO ¢opns MNP / e Ped

OO e (oIS 72963.)

(c2e 05)
(& cae 15)
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03 2 gedoes

OGemecnld OecsE (Microsoft Excel) 8 e emedn o c5conm & O EDens 99emeds) §S8e
ST ST

(@)
(b)
©
(d)
(©

NOW

PV

AND
HYPERLINK

NPV (S0 ce 03 NS, YO 9 15)

04 2 gedoes

(@)

(b)

(©

(@)

(b)

85 osie@ (e-mail) @D s cPedd gomwsiems’ (features) 99 emesD FSYTH SHENTE DSTID:
(i) Forward
(i) Signature

(i) Spam Folder / Spam Mail (o= 06)

85 s e (e-mail) w5(Se®2 @D s e @ (features) oS gesRImM EDID (contrast):
(i) CC vs BCC

(ii) Reply vs Reply to All (e 00)

"85S DS ES o 89, g0 A@ DB ecnpee (file) o don® wRIehed (size) ecnpRS
&8e (attach) (S e(Scs."

CO® TIHBII 5D R DWW DTeBIUE 3¢S WSTID). Red (TS LNNSHDSFII DIBID).

(co& 03)
(&0 c:r 15)
05 2 gedoes
D530 E3SNDIIE 3¢ FIDELEW DD BEe@D e SBHEID D(03) ST BSTD.
(e 06)
IBEAIED A RDSH 00D ) (ERed®e, goEXE (internet) DS EHS ] L@@ (mobile)
ARDDSFS MO BBe® D& 9w(03) e3ges DSTD. (e 03)

(©

(d)

Ped) 8D / BBwO @Yed / §1ed FEIDENE AeST gdwew (password) a@mm & Hed.

®ed B8 / Bduo BeE0 wedrma (access) O@ ciceN g (BN (re-enable) c3EENERO
B oD DFRS Ao BT B POV WSH A SO (procedures) ecww(02) escesy

DSTID. (@@ 03)
O3 3B e Ee®@Sem [Enterprise Resourse Planning (ERP)] @ace.0c368 @B 380530
CENOD B DN S (value additions) w3(03) escors) DSsiD. (coe 03)

(8o c2e 15)
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06 2 gcloxs

8emnenttd 288 (Microsoft Word) 8 Bean @0 &3¢n Goousieds og 937 D MEcns

(S0 e 02 S, 9O e 10)

CBemp woge¥Bcs (mail merge) @y OBewneenio 28D (Microsoft Word) & Bean o9ones
TeWIEDOD FoOBTeDD VDN, OB TewiinS Ivjen DD FRINDBBEUS SNTE S, E8eomnn
E30g3 He3OE (mail merge process) sBEE DO c3cen FOms EDSHS FHEETDOD DHSBID.

(a)
(tasks) <eneE DSTD»:
(1) Page Orientation
(i)  Format Painter
(iii))  Show / Hide
(iv)  AutoText
(v)  Print Preview

(b)

07 o gcdos

(c2e 05)
(90 e 15)

EEs 388 Dot 88D MO 928s BB tice Eesewn) 88y 0ddsy B3 (presentation)
BEn g DS Bed. O 9e8e BBed LGN & 1 - 6 L) CRH DE BERR, SHBT W FD:

Annual Report
2018

TopValue Supermarkets

2

il
? Wellawatte
"? Nugegoda

=]
= Kandy

¥ Nuwara Eliya

il
? Galle
"€ Matara

Store Locations

3
Revenue: 2018
T Y T I
Beverages 510 600 620
Bakery 400 425 500
CannedGoods 300 200 100
Dairy 150 170 200
FrozenFoods 800 820 850
FishandMeat 500 400 400
Produce 400 300 350
PersonalCare 350 250 250
Other 850 750 650
Total 4260 3915 3920

Quarterly Revenue: 2018

Q1 (Rs.M )

W Beverages

m Bakery

B Canned Goods

m Dairy

M Frozen Foods

m Feh and Meat
Produce
Personal Care

- Other

Q2 (Rs.Min) Q3 (Rs.Mn)

2018 : Profit and Loss

4500
4000
3500
3000

2500 —Revenue

2000 —Expenditure
Profit/Loss

1500

1000
500

Q1 (Rs. M) Q2 (Rs.Mh) Q3 (Rs. M)

short Term Plans

* Expand to Cover Western Province
* Reduce Staff Turnover

* Increase Op

* Introduce O

erational Times

nline Shopping
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2016 =28exni3s30 (PowerPoint 2016) 009 38 oo cos LB (slides) o

sBBE@a (recreate) BEOO RO & NG EWEEDS DSTD. @ (a) EO (g)
D e e @B MmEaes cBuEen BEO @ S8 D BIYP CAD GO
SINEE DSTD. 00 ELS 3c) MEPPSH D SEor e ¢t &edme (hard disk)
DE 0B ¢ BT e B 8EAY ecnp® (image file) [ S wewem (cart

symbol)] Sean 2 ¢, &I (blank) &EEE G @O SDEeNEHO SHOCH

esocBmmea (powerpoint slideshow) @2 e e353) GBS DD & CSWESDS DI

(G @163, &0 T FI e eOmF® @a) S5z cscorz D88 ¢gows eed).

(@)

(b)

(©

(d)

(e)

®

(2

Annual Report 2018 8 &8ss ) edcBedcs (heading slide) exssion &3 82, ¢ ST 3o (cart
symbol) & DI, (e 02)

028s BB@ (presentation) DDHes (running) ey SOBIE, 028s DTN OB G 1 IEEend
FIDSTD P DED DSHND 0DV, 928 B 35O Fotd 6 IEERWO NSV D LIHFD
D3STID. (@@ 03)

Store Locations cIE@ERec #1Es oms Ci3tIne em) IS CRe 30W.dud eomnPmsn
FISEO FIDSHD CRT O DISTD). ot 2 SBEEDeS SNV SOV OF GG @D SDESHS

D DUEI.
(c2e 02)

Revenue 2018 &eBaed ession ¢330 revenue eSS 90 D3SHID).

[0 ; @BeeecsItd Swecsd & ecime (Microsoft Excel Workbook) &¢ic ¢ Sea» do @20
CSDEEI DG S69e3.] (cme 02)

o 4 SeBed sebnmas ®S @S 1SS0 SeISaw (chart) selwmas dsis.

[e00 : 9o (d) & Secd 8D B¢ OFewIecNID SwleciE Y& oD FOIE D FeR DS
@O DS G SNl ] (ce 02)

&> 5 BEEDedE SeBnms ©3S &S §IISEO Sedndae (chart) gcdwnms ©SH.

[e5022 ;| @3epeccnd 858 eEkewwe (Microsoft Word Document) &¢ic ¢oo Fed» 90 @O

CODEEDI g eds.] (c2e 02)
o2 6 BBeenw e3EEedd "Short Term Plans" wo &&e ©1ds scbomas 3D, (e 02)
(R cae 15)

B e10e858 ¢oenrzcs
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