
&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$ßù×    ----    2012012012019999    íù<$Ííù<$Ííù<$Ííù<$Í    

(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) ÷ÀÛ à`õÚ æ$Ù× ÷ÀÛ à`õÚ æ$Ù× ÷ÀÛ à`õÚ æ$Ù× ÷ÀÛ à`õÚ æ$Ù× ::::  æÚ×Ò´ &úÀ{$ - Ñù$± 15 ×Ú.    

    ãõßõØ    ÙÚÒ´ &úÀ{$ - û`× 03 ×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 1.1.1.1.11110000 ÷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  "Ñ´&ÔÈ" (Queries), "<$Ìõ$" (Reports)  &{ "à$æ#õÚ" (Forms) ×ù ÙæßÂó×ùß (features) { Ố<ùßµùß û{õ 

&úÀ{ùß æÝ́ ù µ×÷À<ÔÈ ´#÷æ̧$‘è <Ìèµ×{Ú ÷À? 

 (1)  û÷À &æ&ù× (Word Processor).  

 (2)  á÷ÀÚÍûõß æÚÎµÈ æ}´ù$æØ` (Presentation Manager).  

 (3)  ÷Àõßõ û÷ÀùÈ æ}´ù$æØó û÷ÀßøõÚ× (Database Management System).  

 (4)  û`õÝØ`Èûõß ´#÷̧æ$‘è× (Spreadsheet Software). 

    

1.21.21.21.2  DOCX µè$ùÔ ÷ÀÚèÝ< (file extension) &Èýùß½õ <ùßµùß û{õ &úÀ{ùß æÝ́ ù µ×÷À<ÔÈ ´#÷æ̧$‘è <Ìè× &´ê ÷ÀÀ? 

 (1)  û÷À &æ&ù× (Word Processor).  

 (2)  á÷ÀÚÍûõß æÚÎµÈ æ}´ù$æØ` (Presentation Manager).  

 (3)  ÷Àõßõ û÷ÀùÈ æ}´ù$æØó û÷ÀßøõÚ× (Database Management System).  

 (4)  û`õÝØ`Èûõß ´#÷̧æ$‘è× (Spreadsheet Software). 

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

ûÚðÔ èóù :  07 
ûÜÁßù èóù : 07 

2019-02-02 

û&ß<Ø`  

[1.45 – 5.00]  
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1.31.31.31.3  µèÒÈ ãûµÙßçó×æ &úÀ{ùß ÷ÀÚù×ùß &´ê àùÔØ|ûÛ <ù Ố÷ÀÙß ûÜ<${ ´$Ù$<æß, èÚóÔÈ Ñø$×æµ×æÝ &õÝ< 

õÚµÅ. àùÔØ|ûÛ ÷ÀÚù×ùß à$<Ìö (periodic) µù$µÓ ùÈ, á{õ æÛ Ố÷ÀÙß è`ÙÛÈ ãûµÙßçóµ×ß à`õÝÙõß Ố÷ÀÙß ûÜ<${ 

&úÀ{$ àþ]ùßõØ üÙ÷À$ àùÔû$õÚæ× (internal rate of return) èóù× æÚÎ´ &úÀ{$ å{Ô / à`× Ñ&Úùß 

´×ÚµæÜ$µ&$\ß> äæßµ&Ùß {Ú û<õÚù, û{õ &úÀ{ùß äß<$ àõÝµØùß, æÝ́ ù ÁÜÚõ× (function) þ$Ñõ æ} ×ÔõÝ÷À? 

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

    

1.41.41.41.4  ÷ÀæÝóÔ û&Úùß µûùß<$ à`õÚ Ø|û×, ûÔ<õßûõß<Ù &{ ûÜ<Ìøù ûõÜÚæ$<Ù íùûÜÚ×< û<õÚù 

&‘µæßõ×æÚ (symbol). äýú̧ &‘µæßõ {`úÀÚùßÒ´ &úÀ{$ û{õ &úÀ{ùß û÷À (terms) àõÝµØùß þ$Ñõ 

æ} {`æßµæß æÝ́ æß ÷À? 

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

    

1.51.51.51.5  èÚóÔÈ Ñø$×æµ×æÝ Ñ&Úùß äæß äæß &ßÙ×Úò×ð (slide) &ð{ùß (notes) à`õÝÙõß æØ õÚµýù, ´×ÚµæÜ$µ&$\ß> 

û<Ìµû$×Úùß> á÷ÀÚÍûõß æÚÎ´æß ûÚ}Úµ×Ù æØ õÚµÅ. Ù`ûßµð$ûß ûÍèóæ×æß (laptop computer) &{ ý{Ố $ø] 

µû$µíæßðØ×æß (multimedia projector) þ$Ñõ æØÆùß ä× á÷ÀÚÍûõß æÚÎ´ð, å{Ôð / à`×ð à÷À$Ù &ð{ùß 

ý`ÙÛ́ ð à<Á] ùÈ, û<Ìµû$×Úùß><Ù à`õÝÙõß û{õ &úÀ{ùß æÝ́ ù à‘è× å{Ôð ûÜµ×$ßíù<õß µÓ ÷À?  

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

 (3) Present Online.   (4) Presenter View. 

1.61.61.61.6  û{õ &úÀ{ùß äß<$ àõÝµØùß, <Ìõ´$ùµ×ß þ$Ñõ µæµØù íùûÜÚ× ERP ´#÷æ̧$‘è×æß <ùßµùß æÝ́ æß ÷À? 

(1)  Microsoft Project.    (2)  Microsoft Access.   

(3)  SAP.    (4)  Office 365. 

1.71.71.71.7  û{õ &úÀ{ùß äß<$ àõÝµØùß, ´×ÚµæÜ$µ&$\ß> <Ì³ (Microsoft Word) {Ú æû$ {`Î´ (Cut), ûÚðûõß æÚÎ´ 

(Copy) µ{$ß à`ÙÒ´ (Paste) &úÀ{$ þ$Ñõ µæµØù µæ®æǗ ×æß (shortcut) µù$<ùßµùßµù$<ùßµùßµù$<ùßµùßµù$<ùßµùß æÝ́ æß ÷À?  

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

1.81.81.81.8  û{õ &úÀ{ùß äß<$ àõÝµØùß, ÁÜÛ Ù‘æ$< ùÚµ×$ßíù× µæµØù á{}´ ´>ðµÈ µ<Å àòÑ <&´ (Top Level 

Domain for websites) ùÚµ×$ßíù× µæµØùßµùß æÝ́ æÚùß ÷À? 

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

    

1.91.91.91.9  ÁÜÛ Ù$‘æÛæ èùÔµ÷ÀùÔæØ`µ<æÝð ÁÜÛ Ù‘æ$µÓ <$óÚí ý`‘æÝ<æÚùß Ñµ÷ÀßÁ Øðæ <$óÚí ý`‘æÝ<æð àØ Ố÷ÀÙß ´$Ø` 

æÚÎ´ð à<Á] <Ô Ñð, û{õ &úÀ{ùß µ&ß<$ àõÝµØùß, æÝ́ æß þ$Ñõ æ} {`æÚ÷À? 

(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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1.101.101.101.10  "BitCoin" ×ùÔµ<ùß {`úÀÚùßµ<ùßµùß: 

(1)  ÁÜÛ Ù‘æ$µÓ ý`‘æÝ àõØ Ñ÷Àß]Ôõß æǗ ×ð àØ Ố÷ÀÙß ´$Ø`æÚÎ´ &úÀ{$ µ×$÷À$èùßù$ æǗ µ×ß ù´æÚ.  

(2)  õùÚæØ´ ´$Ìèèõ µ<Å àòÑ<Ù þ$Ñõ µæµØù ó×ûõæ ù´æÚ. 

(3)  ´×ÚµæÜ$µ&$\ß> äæßµ&Ùß {Ú Ố÷ÀÙß <Ìè (currencies) èýò$ æÚÎ´ð þ$Ñõ µæµØù ÷Àõßõ à$æ#õÚµ×ß 

ù´æÚ. 

(4)  àùßõÌí$Ùµ×ß þ$Ñõ µæµØù Ñ÷Àß]Ôõß (&‘ç]$‘æ) Ố÷ÀÙß <Ìèµ×ß ù´æÚ. 

à‘æ 1.11.11.11.11111 &Úð 1.1.1.1.11116666 ÷Àæß<$ à`õÚ ûÜÁßù<Ù {Ú&ßõ`ùß ûÚØÒ´ &úÀ{$ <ò$õß́  &Ô÷&̧Ô <ëù× <Ø{ùß õÝÙ ÷ÀÛ à`õÚ <ëù 

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

1.111.111.111.11  æÙÚùß ùÚÌ<¥õ àØ ỐóÔ &úÀ{$ (pre-defined objectives) èóù× æÚÎÈ áðÔæØ è`ùÛ́ ð ûÍÁÛÙæ×ùß {ð 

{`æÚ×$< Ùý$÷ÀÛ́ ð ´×ÚµæÜ$µ&$\ß> äæßµ&Ùß {Ú ……………………..  (Functions / Formulas)     

µè$òù`èÛ (in-built) à`õ.     

1.121.121.121.12  ´×ÚµæÜ$µ&$\ß> äæßµ&Ùß{Ú <`ò ûõÜÚæ$ µæ$ßÂ (cells), …………………….. (ROW + COLUMN / 

COLUMN + ROW) àùÔûÚ}Úµ<Ù þ$Ñõµ×ùß {ú̧ù$èùÔ Ùý×Ú.  

1.131.131.131.13  &Èýùß½õ ÷Àõßõ û÷ÀùÈ æ}´ù$æØó û÷ÀßøõÚ×æ (relational database management system), 

…………………….. [<èÝ (Tables) / µè$ùÔ (Files) ] äææß µ{$ß <`± èóùæß ÷Àõßõ û÷Àù´æ õÚµÅ.    

1.141.141.141.14  MS Word {Ú æÜÚ×$<ùß ù`<õ &Ú÷æ̧ÚÎ´ð àûð à<Á] <ùßµùß ùÈ, …………………….. (Voice 

Recognition / Macros) þ$Ñõ æØÆùß àûð ãûµ÷À&ß û®èõ (record) æ} {`æÚ×.  

1.151.151.151.15  ´×ÚµæÜ$µ&$\ß> à`æß&&ß (Microsoft Access) {Ú Ñ´&ÔÈ (Queries) …………………….. (SQL / HTML) 

þ$Ñõ æØÆùß ÙÚÑ× {`æÚ×.  

1.161.161.161.16    í$Ù ûÚðÔ    ûÜµÓÁùµ×ß÷ÀÛ (accessing web pages), …………………….. (HTTP / VOIP) ùÚ×´$<ÙÚ× 

(protocol) µý$µ{$ß Ñð þ$Ñõ æØùÔ Ù`µÅ. 

 

à‘æ 1.11.11.11.17777    &Úð    1.201.201.201.20 ÷Àæß<$ û{õ ÷ÀÛ à`õÚ äæß äæß ûÜæ$Á×, &õ]&õ]&õ]&õ] ÷À, à&õ]à&õ]à&õ]à&õ] ÷À ×ùßù &úÀ{ùß æØùßù. åµÅ ãõßõØ× 

(&õ] µ{$ß à&õ] ×ùßù), à÷À$Ù ûÜÁßù à‘æ× &´ê ãõßõØ µû$µõß ÙÚ×ùßù. 

1.171.171.171.17  Ñ÷]̧Ôõß õ`û`Ùß (email) ÙÚûÚù×æ "@" &}æÝóÔ µ÷Àææß õÚÃ× {`æÚ×.   

1.181.181.181.18  µþ[õÚæ û$Ùù×ùß, õ$æßÂóÚæ û$Ùù×ùß &{ ûÍû$Ùù û$Ùù×ùß µÙ& µõ$ØõÝØ` à$ØæßÂó û$Ùù×ùß, 

<Ìè æ} {`æÚ×.  

1.191.191.191.19  ûÍèóæµ×ß û<Ìµû$×Úùß> (PowerPoint) &ßö$ûù× æØ õÚµÅ ùÈ, Ñùßµò$ß&ß äæß&ßûßµÙ$ßØÌ (Windows 

Explorer) µ÷À<Øæß æßÂóÚæ< åý$ àõß{} Ñð (double clicked) û<Ìµû$×Úùß> á÷ÀÚÍûõß æÚÎµÈ µè$ùÔ<æß 

&ß<×‘æÜÛ×< æÜÚ×$õß́ æ <ùÔ à`õ.    

1.201.201.201.20  åý þ$Ñõ æØÆùß õÚýÔ í‘è´ ÷Ø̧æõù× ÑæÚóÛ́ ð µûØ, ûÔ÷ÀßèÙÚæ ÷Àõßõ á<õß æÚÎ´ &úÀ{$ ÷̧Øæõù× 

\`æßðÍ Î-µ&> (factory reset) æÚÎ´ð ãûµ÷À&ß µ÷ÀùÔ Ù`µÅ.    
  (äææð ÙæÝóÔ 02 ý`èÚùß, ´Ô_ ÙæÝóÔ 40)  

         A µæ$ðµ&{Ú à<&$ù×    
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BBBB    µæ$ð&µæ$ð&µæ$ð&µæ$ð&    

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

(´Ô_ ÙæÝóÔ 60) 

                                                
 

<#õßõÛ× àø]$ûù à$×õù×æ ÷Àõßõ û÷Àù´æÚùß ãûÔð$èõß ÁÚÂ] Ù`×Ú&ßõÝ<æß û{õÚùß ùÚØ|ûó× æØ à`õ: 

ÁÚÂ] ÁÚÂ] ÁÚÂ] ÁÚÂ]     
à‘æ×à‘æ×à‘æ×à‘æ×    

µû}ûõß µû}ûõß µû}ûõß µû}ûõß     
ù$´×ù$´×ù$´×ù$´×    

´ÔÙß ù´´ÔÙß ù´´ÔÙß ù´´ÔÙß ù´    
í$õÚæ í$õÚæ í$õÚæ í$õÚæ 

{`ú̧ùÔÈûõß {`ú̧ùÔÈûõß {`ú̧ùÔÈûõß {`ú̧ùÔÈûõß 
à‘æ×à‘æ×à‘æ×à‘æ×    

ÙÚ×$û÷ÀÚ‘¥ <Õ ÙÚ×$û÷ÀÚ‘¥ <Õ ÙÚ×$û÷ÀÚ‘¥ <Õ ÙÚ×$û÷ÀÚ‘¥ <Õ 
÷ÀÚù×÷ÀÚù×÷ÀÚù×÷ÀÚù×    

&´õß <Ô &´õß <Ô &´õß <Ô &´õß <Ô         
Ñþ$èÑþ$èÑþ$èÑþ$è    ´>ðÈ´>ðÈ´>ðÈ´>ðÈ    

µÈ ÷Àæß<$ µè<Õ µÈ ÷Àæß<$ µè<Õ µÈ ÷Àæß<$ µè<Õ µÈ ÷Àæß<$ µè<Õ 
ÙÚ×$û÷ÀÚ‘¥ ÙÚ×$û÷ÀÚ‘¥ ÙÚ×$û÷ÀÚ‘¥ ÙÚ×$û÷ÀÚ‘¥ &{&{&{&{    ààààÏÏÏÏõß õß õß õß 
æÚÎµÈ è$&ßõÝæÚÎµÈ è$&ßõÝæÚÎµÈ è$&ßõÝæÚÎµÈ è$&ßõÝ    ((((Ø`Ø`Ø`Ø`.).).).)    

÷ÀÚ&ßõÜÚæßæ×÷ÀÚ&ßõÜÚæßæ×÷ÀÚ&ßõÜÚæßæ×÷ÀÚ&ßõÜÚæßæ×    
æÜÚ×$æ$Î æÜÚ×$æ$Î æÜÚ×$æ$Î æÜÚ×$æ$Î 
ÁÚÂ] ÁÚÂ] ÁÚÂ] ÁÚÂ] 

õõßõß<×õõßõß<×õõßõß<×õõßõß<×    

1001 à´Ø&ÚÍ ÁÂßÍæ$ 931401235V 2018-05-10 1 2,000.00 µæ$}Ö Y 

1002 ûÚùß&ÚÍ Á×$ùÚ 858152400V 2017-06-01 3 7,000.00 ´{ùÔ<Ø Y 

1003 µ÷Àß<ù$×èÈ õÚØ` 920510400V 2017-05-01 1 6,000.00 ×$ûù× Y 

1004 µ&ÙßµÓùß÷ºùß µ&ÙßÑ 918210450V    2017-08-01 2 2,000.00 ùÔ<Øä}Ú× N 

1005 &ÚÙß<$ µ³Æ×ùß  902371588V 2017-06-01 2 3,000.00 è$ÙßÙ N 

1006 ÑµÊ&ÚÍ æÝ́ $Ø 931812566V 2016-06-01 2 9,000.00 ´$õØ Y 

1007 &${ÚÌ {Ô&ßùÚ 933551789V 2017-06-01 1 6,000.00 µæ$}Ö Y 

1008 àµÅû$Ù &´ùß 900540370V 2017-09-01 1 5,000.00 õÜÚæÝó$´Ù× Y 

 
&ð{ùß&ð{ùß&ð{ùß&ð{ùß:  

• Ñþ$è ´>ðÈ 1, 2 µ{$ß 3 µÓ. 

• æÜÚ×$æ$Î ÁÚÂ]×ùß ×ùÔ ÙÚ×$û÷ÀÚ‘¥× &úÀ{$ µÈ ÷Àæß<$ {Úê è$&ßõÝ æÚ&Ú<æß µèÒ´ð µù$´`õÚ &{ àÏõß 

æÚÎµÈ è$&ßõÝ µÈ ÷Àæß<$ µè<$ à`õÚ ÁÚÂ]×ùß×.  

á{õ ÷Àõßõ û´óæß õÚµÅ×`×Ú &Ùæ$, û{õ &úÀ{ùß ûÜÁßù<Ùð ãõßõØ ÙÚ×ùßù. 
 

(a) û{õ &úÀ{ùß äæß äæß æßµÂßõÜ× &úÀ{$ <ò$õß́  &Ô÷&̧Ô ÷Àõßõ <Ìè× {ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù:  

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

ÁÚÂ] à‘æ×  

µû}ûõß ù$´×  

í$õÚæ {`ú̧ùÔÈûõß à‘æ×  

ÙÚ×$û÷ÀÚ‘¥ <Õ ÷ÀÚù×  

&´õß <Ô Ñþ$è ´>ðÈ  

µÈ ÷Àæß<$ µè<Õ ÙÚ×$û÷ÀÚ‘¥ &{ àÏõß æÚÎµÈ è$&ßõÝ  

÷ÀÚ&ßõÜÚæßæ×  

æÜÚ×$æ$Î ÁÚÂ] õõßõß<×  

(ÙæÝóÔ 08)  

(b) á{õ æßµÂßõÜ àõÝµØùß, àûð Ïæßàûß \ÛÙß³&ß (lookup fields) þ$Ñõ æ} {`æÚ &Ô÷̧&Ô æßµÂßõÜ×æß {ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù.... 

 (ÙæÝóÔ 02)  
 

(c) æÜÚ×$æ$Î µù$<ù ÁÚÂ]×ùß Ñ&Úùß µè<$ à`õÚ &ÈûÕÌó ÙÚ×$û÷ÀÚ‘¥ è$&ßõÝ ûǗ $ó×, ÷ÀÚ&ßõÜÚæßæ ´>ðÆùß, 

µ&$×$ è`ùÛ́ ð à$×õù×ð à<Á]< à`õ. ´×ÚµæÜ$µ&$\ß> à`æßµ&&ß (Microsoft Access) þ$Ñõ æØÆùß µ´´ 

µõ$ØõÝØ` Ùý$èõ {`æßµæß µæµ&ß÷À̀ ×Ú û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù.  

(µ´´ èóù× æÚÎ´ &úÀ{$ à<Á]æØù ùÚÁß¥õ æßµÂßõÜ &{ ûÚ{ÚðÔÒ´ð à<Á] µæ$ùßµ÷Àß&Ú / û&ÔÃ´ åµÅ 

ãõßõØµ×ß {ú̧ù$ ÷À̀ æßÑ× ×ÔõÝ×.) (ÙæÝóÔ 05)  
 (´Ô_ ÙæÝóÔ 15) 

02 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 
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´×ÚµæÜ$µ&$\ß> äæßµ&Ùß (Microsoft Excel) {Ú þ$Ñõ µæµØù û{õ &úÀ{ùß äæß äæß ÁÜÚõµ×ùß áðÔµæµØù àØ Ốó 

û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù: 

(a) NOW  

(b) PV 

(c) AND 

(d) HYPERLINK 

(e) NPV  (äææð ÙæÝóÔ 03 ý`êÚùß, ´Ô_ ÙæÝóÔ 15) 
 

    
                                                                                                                                             

 

(a) Ñ÷Àß]Ôõß õ`û|µÙß (e-mail) à`õÚ û{õ ÷À̀ æßµ<ù à‘è×ùßµèùß (features) áðÔ µæµØù àØ Ốó û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù: 

(i) Forward 

(ii) Signature 

(iii) Spam Folder / Spam Mail (ÙæÝóÔ 06) 

(b) Ñ÷Àß]Ôõß õ`û|Ùæß (e-mail) ×`ÒµÈ÷ÀÛ à`õÚ û{õ &úÀ{ùß à‘è (features) àõØ à&´$ùõ$ ýÙùßùà&´$ùõ$ ýÙùßùà&´$ùõ$ ýÙùßùà&´$ùõ$ ýÙùßù ((((ccccontrastontrastontrastontrast)))): 

(i) CC vs BCC 

(ii) Reply vs Reply to All (ÙæÝóÔ 06) 

 

(c) "Ñ÷Àß]Ôõß õ`û|Ùæß ×<ù Ñð, àûð ¡ù|´ <Ìè×æ µè$ùÔ<æß (file) &{ ¡ù|´ ûǗ $óµ×ß (size) µè$ùÔ<æß 

à Ốó$ (attach) ×`Ñ× {`æÚ×."  

µ´´ ûÜæ$Áù× &´ê åý äæê <ùßµùß÷À̀ ×Ú &úÀ{ùß æØùßù&úÀ{ùß æØùßù&úÀ{ùß æØùßù&úÀ{ùß æØùßù. åµÅ ãõßõØ× &$ø$ØóÛæØó× æØùßù.   

  (ÙæÝóÔ 03)  
    (´Ô_ ÙæÝóÔ 15) 

 
 

 

(a) <]$û$Ø &‘Ñø$ù×æß &úÀ{$ àùßõÌí$Ù× þ$Ñõ æÚÎµ´ùß Ù`µýù ûÜõÚÙ$þ õÝùæß(03) û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù. 

 (ÙæÝóÔ 06) 

(b) &ÈûÜ÷À$×Úæ ý`‘æÝæØó µ´µ{×ÔÈ {$ &`&úÀÛµÈ÷ÀÛ, àùßõÌí$Ù (internet) ý`‘æÝæØó× µ{$ß í‘è´ (mobile) 

ý`‘æÝæØó× þ$Ñõ æÚÎµÈ <$&Ú õÝùæß(03) &úÀ{ùß æØùßù&úÀ{ùß æØùßù&úÀ{ùß æØùßù&úÀ{ùß æØùßù.  (ÙæÝóÔ 03)  

(c) åµÅ ÆõÝØ$ / ÆõÝÍ×ð å{Ôµèß / à`×µèß àùßõÌí$Ù ý`‘æÝæØó ỐØû÷À× (password) à´õæ Ò õÚµÅ.  

åµÅ ÆõÝØ$ / ÆõÝÍ×ð èÚóỐ ð ûÜµÓÁù× (access) Ò´ &úÀ{$ ×}Ú {`æÚ×$< (re-enable) &Ù&ß<$÷ÀÛ́ ð            

ÁÜÛ Ù‘æ$µÓ <$óÚí ý`‘æÝ ´êÚùß ÷À̀ ùð àùÔè´ù× æØùÔ Ùýù û®û$® (procedures) µ÷Àææß(02) &úÀ{ùß &úÀ{ùß &úÀ{ùß &úÀ{ùß 

æØùßùæØùßùæØùßùæØùßù. (ÙæÝóÔ 03)  

(d) <]<&$× &Èûõß &`Ù&ÔÈæØó [Enterprise Resourse Planning (ERP)] ´#÷̧æ$‘è×æß ´êÚùß &‘Ñø$ù×æð 

Ùý$èõ {`æÚ <®ù$æÈ äæõÝ (value additions) õÝùæß(03) &úÀ{ùß æØùßù&úÀ{ùß æØùßù&úÀ{ùß æØùßù&úÀ{ùß æØùßù.  (ÙæÝóÔ 03) 

  (´Ô_ ÙæÝóÔ 15)  

04 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 

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

03 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 
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(a) ´×ÚµæÜ$µ&$\ß> <Ì³ (Microsoft Word) {Ú õÚµýù û{õ &úÀ{ùß à‘è×ùßµèùß áðÔ æØùÔ Ùýù æ$Ì××ùß  

(tasks) û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù:  

(i) Page Orientation 

(ii) Format Painter 

(iii) Show / Hide 

(iv) AutoText 

(v) Print Preview  (äææð ÙæÝóÔ 02 ý`êÚùß, ´Ô_ ÙæÝóÔ 10) 

(b) ÙÚûÚµè$ùÔ &‘×ÔæßõÚ× (mail merge) ×ùÔ ´×ÚµæÜ$µ&$\ß> <Ì³ (Microsoft Word) {Ú õÚµýù áõ$´õß 

ûÜµ×$ßíù<õß à‘è×ùßµèùß äææÚ. ä× ûÜµ×$ßíù<õß <ùßµùß æÝ́ ù à<&ßö$<ùß{Ú÷ÀÛ÷À̀ ×Ú û`{`÷ÀÚÙÚ æØû`{`÷ÀÚÙÚ æØû`{`÷ÀÚÙÚ æØû`{`÷ÀÚÙÚ æØ, ÙÚûÚµè$ùÔ 

&‘×Ôæßõ æÜÚ×$<ÙÚ× (mail merge process) &ÈûÕÌóÒ´ &úÀ{$ à<Á] ûÚ×<Ø×ùß Ù`×Ú&ßõÝèõ æØùßùÙ`×Ú&ßõÝèõ æØùßùÙ`×Ú&ßõÝèõ æØùßùÙ`×Ú&ßõÝèõ æØùßù. 
   (ÙæÝóÔ 05)  

 (´Ô_ ÙæÝóÔ 15) 

    

    
 

íùûÜÚ× &ÔûÚÍ µ<µ}úÀ&`Ùæ <$ÌÂÚæ <$Ìõ$< á÷ÀÚÍûõß æÚÎ´ &úÀ{$ ÁÚÂ]µ×æÝ Ñ&Úùß á÷ÀÚÍûõß æÚÎ´æß (presentation) 

ùÚÌ´$ó× æØ õÚµÅ. ä´ á÷ÀÚÍûõß æÚÎµ´ùß ãûÔð$èõß à‘æ 1111 - 6666 ÷Àæß<$ ÙæÝóÔ æ} &ßÙ×Úò, û{õÚùß ÷Àæß<$ à`õ:  
 

 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

06 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 

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

1 2 

3 4 

5 6 
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2016 û<Ìµû$×Úùß> (PowerPoint 2016) þ$Ñõ æØÆùß á{õ &úÀ{ùß &ßÙ×Ú³&ß (slides) {× 

ûÜõÚùÚÌ´$ó× (recreate) æÚÎ´ð åýð &Ú÷̧Ò à`õ`×Ú ãûæÙßûù× æØùßù. û{õ (a) &Úð (g) 

÷Àæß<$ {ú̧ù$ ÷Àæß<$ à`õÚ æ$Ì××ùß &ÈûÕÌó æÚÎ´ð åý Ñ&Úùß þ$Ñõ æØùÔ Ùýù à‘è×ùß 

û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù. µ´´ æ$Ì×× &úÀ{$ þ$ÑõæØùÔ Ùýù ûÍèóæµ×ß ÷À#ò ±&ßæ× (hard disk) 

õÝ} µ´{Ú ÷ÀæÝóÔ û&Úùß µûùß<$ à`õÚ ûÚ}ÚÃÖÔ µè$ùÔ< (image file) [àõß æØõßõ &}æÝó (cart 

symbol)] õÚµýù ý< ÷À, {Ú&ß (blank) &ßÙ×ÚòÌ {×æß &´ê û<Ìµû$×Úùß> ÑùÚÑ÷Àæ 

&‘÷ÀÌÁù×æß (powerpoint slideshow) åý µ<õ &û×$ à`õÚ ý< ÷À ãûæÙßûù× æØùßù:  

(àæÝØ` ûǗ $ó×, û$ð µ{$ß àæÝØ` Ṍ{Ôóõ µ<ù&ßæÈ åý Ñ&Úùß &úÀ{ùß æÚÎ´ à<Á] µù$µÓµù$µÓµù$µÓµù$µÓ). 

(a) Annual Report 2018 {Ú ÁÛÌÂ û$ñ &ßÙ×Úòµ×ß (heading slide) µûùß<$ à`õÚ ûÍ÷ÀÚ, àõß æØõßõ &ÙæÝó (cart 

symbol) äæõÝ æØùßù. (ÙæÝóÔ 02)  

(b) á÷ÀÚÍûõß æÚÎ´ (presentation) ø$<ù× (running) µ<Æùß û<õÚ÷Àß÷ÀÛ, á÷ÀÚÍûõß æØùßù$ Ñ&Úùß à‘æ 1111 &ßÙ×Úòµ×{Ú 

àõßæØõßõ ÙæÝó æßÙÚæß æØù<$õß &´è´, á÷ÀÚÍûõß æÚÎ´ &#íÔ<´ à‘æ 6666 &ßÙ×Úò×ð ´$Ø`<ù ý<ð &{õÚæ 

æØùßù.  (ÙæÝóÔ 03)  

(c) Store Locations &ßÙ×Úòµ×ß à`õÝÙõß &ð{ùß Ù`×Ú&ßõÝ< &úÀ{$ àõßæØõßõ ÙæÝó &ß<×‘æÜÛ×< µûùßùÔÈæØù 

à$æ$Ø×ð àõßæØõßõ ÙæÝó äæõÝ æØùßù. à‘æ 2222 &ßÙ×Úòµ×ß û$ñ ÷À̀ ùð´õß ä{Ú à`õ`×Ú åýð ãûæÙßûù× 

æ} {`æÚ×. 
  (ÙæÝóÔ 02) 

  

(d) Revenue 2018 &ßÙ×Úòµ×ß µûùß<ù à$æ$Ø×ð revenue µõ$ØõÝØ` äæõÝ æØùßù.  

[&ð{ù : ´×ÚµæÜ$µ&$\ß> äæßµ&Ùß <`ò µû$õæ (Microsoft Excel Workbook) à÷À$Ù ÷Àõßõ õÚµýù ý< åýð 

ãûæÙßûù× æ} {`æÚ×.] (ÙæÝóÔ 02) 

(e) à‘æ 4444 &ßÙ×Úòµ×ß ûÜ÷ÀÌÁù× æØ à`õÚ à$æ$Ø×ð ûÜ&ßõ$Ø×æß (chart) ûÜ÷ÀÌÁù× æØùßù.  

[&ð{ù : á{õ (d) ãû ûÜÁßùµ×ß þ$Ñõ æ} ´×ÚµæÜ$µ&$\ß> äæßµ&Ùß <`ò µû$µõ{Ú à÷À$Ù ÷Àõßõ õÚµýù ý< 

åýð ãûæÙßûù× æ} {`æÚ×.]  (ÙæÝóÔ 02)  

(f) à‘æ 5555 &ßÙ×Úòµ×ß ûÜ÷ÀÌÁù× æØ à`õÚ à$æ$Ø×ð ûÜ&ßõ$Ø×æß (chart) ûÜ÷ÀÌÁù× æØùßù.  

[&ð{ù : ´×ÚµæÜ$µ&$\ß> <Ì³ µÙßçó×æ (Microsoft Word Document) à÷À$Ù ÷Àõßõ õÚµýù ý< åýð 

ãûæÙßûù× æ} {`æÚ×.]  (ÙæÝóÔ 02)  

(g) à‘æ 6 6 6 6 ÁÛÌÂû$ñ &ßÙ×Úòµ×ß "Short Term Plans" ×ù ÁÛÌÂ û$ñ× ûÜ÷ÀÌÁù× æØùßù.  (ÙæÝóÔ 02)  

 (´Ô_ ÙæÝóÔ 15) 
B µæ$ðµ&{Ú à<&$ù×    


