
&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    ííííÔÙÚÔÙÚÔÙÚÔÙÚ    

(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  äæß&õß íùû÷À äæß µò$ÙØ×æß (1 US Dollar) &úÀ{$ ÁÜÛ Ù$‘æÛ× Ø`ûÚ×Ùß<ÙÚùß µµ÷ÀùÚæ ÑùÚ́ × àùÔû$õÚæ× 

(Daily Exchange Rate) èýò$ æÚÎ´ (storing) &úÀ{$ æßµÂßõÜ×æß ùÚÌ´$ó× æÚÎµÈ÷ÀÛ , MS à`æß&&ß<Ù (MS 

Access)  õÚµýù û{õ &úÀ{ùß ÷Àõßõ <Ìè<ÙÚùß <ò$õß́  &Ô÷̧&Ô ÷Àõßõ <Ìè× æÝ́ æß ÷À? 

 (1)  Short Text (2)  Long Text (3)  Currency (4)  AutoNumber 

1.21.21.21.2  XLSM µè$ùÔ ÷ÀÚèÝ< (file extension) &Èýùßø µæµØùßµùß û{õ &úÀ{ùß æÝ́ ù <Ìèµ×ß µ×÷À<ÔÈ ´#÷æ̧$‘è× 

&´ê ÷À? 

 (1)  û÷À &`æ&Ố  (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 :  08 
ûÜÁßù èóù : 07 

2019-07-27 

û&ß<Ø`  

[1.45 – 5.00]  
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1.31.31.31.3  û{õ &úÀ{ùß äß<$ àõÝµØùß, û<Ìµû$×Úùß> á÷ÀÚÍûõß æÚÎ´æß (PowerPoint Presentations) &´ê &Èýùßø 

µæµØù µè$ùÔ ÷ÀÚèÝ à$æ#õÚ×æß (a file extension format) <ùßµùß æÝ́ æß ÷À? 

 (1)  PDF (2)  PPTX (3)  PNG (4)  DOC 

1.41.41.41.4  ûÍÁÛÙæ ù$´×æß (username) &{ ỐØû÷À×æß (password) þ$Ñõ æØ ´$Ìèèõ (online) ûÍèóæ 

û÷ÀßøõÚ×æð &Èýùßø Ò´ð åýð à<Á] <Ô Ñð, åµÅ ÷̧Øæõù×ð µæ® ûóÚÑò×æß (SMS) {Ø{$ µæßõ×æß 

à´õØ< ä<ùÔ Ù`µÅ. åý ´$Ìèèõ< µ´´ µæßõ× à`õÝ_ æØù Ñð, û÷ÀßøõÚ×ð à`õÝ_Ò´ð (log into) åýð 

áòµ÷ÀùÔ Ù`µÅ. µ´´ à$ØæßÂó æǗ × {ú̧ùß<ùÔ Ùýùßµùß: 

(1)  èÝûßõ µæßõù× (Encryption) µÙ&×Ú.    

(2)  ý{Ô &$øæ õ{<ÔØ` æÚÎ´ (Multi Factor Authentication) µÙ&×Ú.  

(3)  ¶<ÆõÚæ õ{<ÔØ` æÚÎ´ (Biometric Authentication) µÙ&×Ú.   

(4)  ỐØ <`æÚæò õ{<ÔØ` æÚÎ´  (Passphrase Authentication) µÙ&×Ú. 

1.51.51.51.5  û{õ &úÀ{ùß äß<$ àõÝµØùß, àõö] ûÔ÷ÀßèÙÚæ í$Ù×æß [Virtual Private Network (VPN)] ´êÚùß ûÍÁÛÙæ×ùß 

(µ&ß<$÷À$×æ×ùß) {ð à`õÚ ûÜµ×$ßíù×æß <ùßµùß æÝ́ æß ÷À?  

 (1) ä× µù$µ×æÝõß µ{ßõÝ ùÚ&$, à`õÝ_Ò´ µ<ùõß µÙ&æÚùß <}æß<ùÔ Ù`Ã× {`æÚ í$Ù µ<õ ûÜµÓÁÒ´ð 

µ&ß<$÷À$×æ×$ð {`æÚ×$< Ùý$µ÷À×Ú.  

 (2) ä× µ&ß<$÷À$×æ×ùßð á{} µÓè×æÚùß àùßõÌí$Ù×ð ûÜµÓÁÒ´ð {`æÚ×$< Ùý$µ÷À×Ú.  

 (3) ä× µ&ß<$÷À$×æ×$ð <×ÚØ&ß<ÙÚùß µõ$Ø< àùßõÌí$Ù×ð ûÜµÓÁÒ´ð {`æÚ×$< Ùý$µ÷À×Ú.  

 (4) ä×, µ&ß<$÷À$×æ×$ð, ý$ø$æÚÎÈ<ÙÚùß µõ$Ø< àùßõÌí$Ù×ð ûÜµÓÁÒ´ð {`æÚ×$< Ùý$µ÷À×Ú. 

1.61.61.61.6  û{õ &úÀ{ùß äß<$ àõÝµØùß, æÙÚùß &Ú÷æ̧Øù Ù÷À æÜÚ×$<æß (previous action) ù`<õ &Ú÷̧æÚÎ´ (re-doing) &úÀ{$ 

´×ÚµæÜ$µ&$\ß> <Ì³ {Ú (Microsoft Word) þ$Ñõ æ} {`æÚ µæ® æǗ × (shortcut) <ùßµùß æÝ́ æß ÷À? 

(1)  CTRL + V  (2)  CTRL + X  (3)  CTRL + Y  (4)  CTRL + Z 

1.71.71.71.7  û{õ &úÀ{ùß äß<$ àõÝµØùß, <Ù${æ ýÙûõÜ (cloud licenses) þ$Ñõ æØÆùß µý÷À${ÍùÔ Ùýù ´#÷æ̧$‘è× 

<ùßµùß æÝ́ æß ÷À?  

    (1)  Office 2019.    (2)  Office 365.  

 (3)  Adobe Photoshop.    (4)  Adobe PDF. 
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1.81.81.81.8  û{õ &úÀ{ùß äß<$ àõÝµØùß, µõ$ØõÝØ` û÷ÀßøõÚ×æ &÷À$ë$Ø$õß́ æ µù$<ù (unethical) à$æ$Øµ×ß þ$Ñõ×æß 

µÙ& &`}æÚ× {`æßµæß æÝ́ æß ÷À? 

(1)   æ$Ì×$Ù ûÍèóæ×æ Keylogger ´#÷̧æ$‘è×æß þ$Ñõ æÚÎ´.  

(2)   &õÚ àùßõ× õÝ} åýµèß æ$Ì×$Ù Ñ÷Àß]Ôõß õ`û`Ùß èÚóÔµ´ùß Ñ÷Àß]Ôõß õ`û|Ùæß ×`Ò´. 

(3)   åýµèß µû[÷ÀßèÙÚæ ÙÚûÚµÙßçó<Ù ûÚðûõß û<õß<$ è`ùÛ́  &úÀ{$ <Ù${æ èýò$ æÚÎµÈ ø$<æ×æß 

(Cloud Storage Drive) þ$Ñõ æÚÎ´. 

(4)   µ<ùõß õ`ù`õßµõæÝð ù`<õ ÑæÚóÛ́ ð µûØ åýµèß í‘è´ ÷Ø̧æõùµ×ß ÷Àõßõ ´æ$ (á<õßæØ) ÷À̀ Ç´.    

1.91.91.91.9  CSV ×ùÔ û`õÝØ`Èûõß<Ùð ÷Àõßõ ´$Ø`æÚÎ´ &úÀ{$ þ$Ñõ æØùÔ Ùýù à$æ#õÚ×æÚ. û{õ &úÀ{ùß û÷À àõÝµØùß  

CSV ×ùßµùùß {úù̧ß<ùßµùß æÝ́ æß ÷À? 

(1)  Characters Selected for Vision. (2)  Changeable Short Value. 

(3)   Comma Separated Values. (4)  Critical Score for Volumes. 

1.101.101.101.10  ÷ÀæÝóÔ û&Úùß µûùß<$ à`õÚ ûÚ}ÚÃÖÔ<, ´×ÚµæÜ$µ&$\ß> <Ì³ µÙßçó×æß õÝÙð à`õÝ_ 

æÚÎ´ð (insert) û{õ &úÀ{ùß äß<$ àõÝµØùß, æÝ́ ù ÑæÙßû× þ$Ñõ æ} {`æÚ÷À? 

(1)  Insert Symbol.  (2)  Insert Text Box. 

(3)  Equation Editor. (4)  Word Art. 

 

à‘æ 1.11.11.11.11111 &Úð 1.1.1.1.11115555 ÷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  ÷Àõßõ µûØ$ è`ùÛ́  &úÀ{$ …………………….. [MS äæßµ&Ùß (MS Excel) / MS à`æß&&ß (MS Access)] {Ú 

<]Ô{èõ Ñ´&ÔÈ þ$Â$< (Structured Query Language) þ$Ñõ æ} {`æÚ×.   

1.121.121.121.12  ´×ÚµæÜ$µ&$\ß> <Ì³{Ú ÙÚûÚ µ×$ Ố &‘×ÔæßõÚ× ×ù à‘è× (mail merge feature) ´êÚùß ûÔ÷ÀßèÙ×ùß ÑÁ$Ù 

æóßò$×´æð …………………….. [µæ® ûóÚ<Ôò (SMS) / ÙÚûÚ (Letters) ] &Õ÷À$ùÈ æÚÎ´ &úÀ{$ 

ûÍÁÛÙæð áò Ùý$µ÷À×Ú.  

1.131.131.131.13  ´×ÚµæÜ$µ&$\ß> û<Ìµû$×Úùß> (Microsoft PowerPoint) {Ú÷ÀÛ, …………………….. (slides / objects)   

á÷ÀÚÍûõß æÚÎ´æð àûð &‘æÜ$ùßõÚ (transitions) µ×$÷À$èõ {`æÚ×.  

1.141.141.141.14  í$Ù ûÚðÔ<Ù (webpages) ó×ûõß (credit card) à‘æ <`ùÚ Ø{&] ÷Àõßõ à`õÝ}õß æÚÎµÈ÷ÀÛ,  

…………………….. (HTTP / HTTPS)  ù$´$<ÙÚ× (protocol) þ$Ñõµ×ùß à$ØæßÂ$< <`±÷ÀÚ×ÔóÔ æ} 

{`æÚ×.    

1.151.151.151.15  ´×ÚµæÜ$µ&$\ß> äæßµ&Ùß (Microsoft Excel) {Ú÷ÀÚ, …………………….. (Wrap Text / Merge) à‘è× 

(feature) þ$Ñõ æØÆùß µæ$ßÂ (cells) µ÷Àææß äæð &Èýùßø (joined) æ} {`æÚ×.   

 



4 | P a g e  

 

 

à‘æ 1.11.11.11.16666    &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. 

1.161.161.161.16    ÷Àõßõ ûõÜÚæ$ ÷À̀ æßÒµ´{Ú (Datasheet view) àÏõß <èÝ<æß (table) åý ùÚÌ´$ó× æ} Ñð, MS Access åý 

&úÀ{$ &ß<×‘æÜÛ×< ûÜ$öÆæ ×õÝØæß (primary key) ùÚÌ´$ó× æØù àõØ, "ID" ×ùÔµ<ùß æßµÂßõÜ ù´æß &{ 

&ß<×‘æÜÛ× à‘æ ÷Àõßõ <Ìè× (AutoNumber data type) ùÚ×´ æØùÔ Ùý×Ú. 

1.171.171.171.17  èÚóÔÈ Ù`×Ú&ßõÝ< [Chart of Accounts (COA)], &ÈûÜ÷À$×Úæ <]<&$× &Èûõß &`Ù&ÔÈæØó (ERP) 

û÷ÀßøõÚ×æ ÑæÙßû ṌÙÚæ$‘è×æß (optional element) µÙ& &`Ùµæß.   

1.181.181.181.18  åýð Gmail µ{$ß Yahoo <`ùÚ µù$ÆµÙß &`ûµ×ù µ&ß<$<æß (free service provider) þ$Ñõ æØÆùß, Ñ÷Àß]Ôõß 

õ`û|Ùæß ×`ÒµÈ÷ÀÛ Ñ÷Àß]Ôõß õ`û`Ùß ûóÚ<Ôòµ×ß àùßõÌèõ× (body) ỐØû÷À ´êÚùß à$ØæßÂ$ æØèõ {`æÚ×. 

1.191.191.191.19  F4 (Function 4) ×õÝØ äÄµÈ ûÜõÚüÙ× <ùßµùß, û<Ìµû$×Úùß> (PowerPoint) á÷ÀÚÍûõß æÚÎ´æß à$ØÈþ 

Ò´×Ú.  

1.201.201.201.20  Ñ÷Àß]Ôõß õ`û`Ùß ÙÚûÚù×æ &ÈûÕÌó ÙÚûÚùµ×ß õÚÃ× {`æßµæß äæß æ$Ù&Û́ $ (".") &}æÝóæÚ.  

       (äææð ÙæÝóÔ 02 ý`èÚùß, ´Ô_ ÙæÝóÔ 40)  

         

    

BBBB    µæ$ð&µæ$ð&µæ$ð&µæ$ð&    

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

(´Ô_ ÙæÝóÔ 60) 

 

                                                

(a) ´×ÚµæÜ$µ&$\ß> à`æß&&ß (Microsoft Access) ×ùÔ à÷À þ$Ñõ×ð è`µùù íùûÜÚ× ÷Àõßõ û÷ÀùÈ æ}´ù$æØó 

û÷ÀßøõÚ×æÚ.   

à÷À þ$Ñõ×ð èùÔ Ùýù µ<ùõß ÷Àõßõ û÷ÀùÈ æ}´ù$æØó û÷ÀßøõÚ (database management systems)    

{õØæß(04) Ù`×Ú&ßõÝèõ æØùßùÙ`×Ú&ßõÝèõ æØùßùÙ`×Ú&ßõÝèõ æØùßùÙ`×Ú&ßõÝèõ æØùßù.  (ÙæÝóÔ 04)  

(b) ùÕõù ÷Àõßõ û÷ÀùÈ æ}´ù$æØó û÷ÀßøõÚ<Ù ÙæßÂó (characteristics) û{æß(05) Ù`×Ú&ßõÝèõ æØùßùÙ`×Ú&ßõÝèõ æØùßùÙ`×Ú&ßõÝèõ æØùßùÙ`×Ú&ßõÝèõ æØùßù. 

 (ÙæÝóÔ 05)  

(c) ÷Àõßõ û÷ÀùÈ æ}´ù$æØó û÷ÀßøõÚ þ$Ñõµ×ß÷ÀÛ &}æ$ ý`ÙÚ× ×ÔõÝ, Ñ×{`æÚ &Û́ $<ùß (limitations) &{ è`ð_ 

(issues) µ÷Àææß(02) Ù`×Ú&ßõÝèõ æØùßùÙ`×Ú&ßõÝèõ æØùßùÙ`×Ú&ßõÝèõ æØùßùÙ`×Ú&ßõÝèõ æØùßù. (ÙæÝóÔ 02)  

(d) MS Access {Ú à`õÚ OLE Object ÷Àõßõ <Ìèµ×ùß áðÔ<ù àØ Ốó, ä´ <Ìèµ×ß ÷Àõßõ ×ðµõß èýò$æ} {`æÚ 

÷Àõßõ / µõ$ØõÝØ` &úÀ{$ ã÷À${Øó×æß ÷À &´ê    û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù. (ÙæÝóÔ 04)  

 (´Ô_ ÙæÝóÔ 15) 

 

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

A µæ$ðµ&{Ú à<&$ù×    
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äæßµ&Ùß ÷Àõßõ ûõÜÚæ$<æ èýò$ æØ (stored) à`õÚ ûÍ÷ÀÚ ûÔ&ßõæ$Ù µû$õß õ$<æ$ÙÚæ< Ùý$÷ÀÛµÈ (lending) 

û÷ÀßøõÚ×æ ã÷Àßø#õ×æß û{õÚùß ÷ÀÛ à`õ: 

 A B C D E F G  

1 Lending Date 
Returned 

Date 
Student 
Number 

Book ISBN Book Title 
No. of Days 

Late 
Penalty Fee 
Calculated 

 

2 01-Jun-2019 06-Jun-2019 S0001 978-3-16-148410-0 Principles of Management    

3 01-Jun-2019 16-Jun-2019 S0002 978-3-16-148410-1 Introduction to IT    

4 03-Jun-2019 14-Jun-2019 S0001 978-3-16-148410-2 Enterprise Resource Planning    

5 04-Jun-2019 09-Jun-2019 S0002 978-3-16-148410-3 Financial Accounting    

6 05-Jun-2019 20-Jun-2019 S0001 978-3-16-148410-4 Information Security    

7 06-Jun-2019 21-Jun-2019 S0001 978-3-16-148410-5 Database Management Systems    

8 07-Jun-2019 22-Jun-2019 S0002 978-3-16-148410-6 Microsoft Excel    

9 08-Jun-2019 14-Jun-2019 S0002 978-3-16-148410-0 Principles of Management    

10         

         

14 Penalty Fee Per Day (Rs.) 50      

15         

16 No. of Books Obtained by S0001      

17         

18 Total Penalty Fee       

         

û{õ &úÀ{ùß ûÜÁßù<Ùð ãõßõØ ÙÚÒ´ð åýµèß ´×ÚµæÜ$µ&$\ß> äæßµ&Ùß (Microsoft Excel) ûÚ}ÚýúÀ ÷À̀ ùỐ  ãûµ×$ßèÛ 

æØèùßù:  

(a) µû$õ, ûǗ $÷À <Ô ÷ÀÚù èóù èóù× æÚÎ´ &úÀ{$ F2 µæ$ßÂ× &úÀ{$ &Ô÷&̧Ô &ÕõÜ×æß / ÁÜÚõ×æß {úù̧$ ÷Àæß<ùßù. {úù̧$ ÷Àæß<ùßù. {úù̧$ ÷Àæß<ùßù. {úù̧$ ÷Àæß<ùßù. 

µû$õæß õ$<æ$ÙÚæ< ùÚæÝõß æØùßµùß ãûÍ´ <Áµ×ùß ÷ÀÚù {õæð ×`×Ú ãûæÙßûù× æØùßù. ä× àð<ù (8th)  

÷ÀÚù µ{$ß âð û&Ô à$û&Ô Ù÷Àµ{$õß ä× ûǗ $÷À Ò Ùý$÷ÀÛ́ æß (late returns) µÙ& &`Ùµæß.  (ÙæÝóÔ 03)  

(b) µû$õ à$û&Ô Ùý$÷ÀÛ́  ûǗ $÷À ùÈ ÷Àò è$&ßõÝ èóù× æÚÎ´ &úÀ{$ G2 µæ$ßÂ× &úÀ{$ &Ô÷&̧Ô &ÔõÜ×æß / ÁÜÚõ×æß 

{ú̧ù$ ÷Àæß<ùßù.{ú̧ù$ ÷Àæß<ùßù.{ú̧ù$ ÷Àæß<ùßù.{ú̧ù$ ÷Àæß<ùßù. ûǗ $÷À ÷ÀÚùæð ÷Àò è$&ßõÝ< C14 µæ$ßÂµ×ß èýò$æØ à`õ. åµÅ èóù× æÚÎ´ G3 µæ$ßÂµ×ß 

&Úð ûÚðûõß æÚÎ´ð {`æÚ<ù ûÍ÷ÀÚ  G2 µæ$ßÂµ×ß åµÅ ãõßõØ× &úÀ{$ &Ô÷&̧Ô &ÕõÜ× þ$Ñõ æ} ×ÔõÝ×. (ÙæÝóÔ 03)  

(c) ×ÈæÚ&Ú ÁÚÂ]µ×æÝ Ñ&Úùß µæ$û´ó µû$õß èóùæß Ùý$µèù à`õß÷À̀ ×Ú µ&$×$è`ùÛ́ ð D16 µæ$ßÂ× 

&úÀ{$ &Ô÷&̧Ô &ÕõÜ×æß / ÁÜÚõ×æß {úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù. C16 µæ$ßÂµ×ß &Èýùßø ÁÚÂ] &‘ç]$< èýò$æØ à`õ`×Ú 

ãûæÙßûù× æØùßù. (ÙæÝóÔ 03)  

(d) ÁÚÂ]µ×æÝ Ñ&Úùß µèÑ× ×ÔõÝ Ố_ ÷Àòè$&ßõÝ ûǗ $ó× µ&$×$è`ùÛ́  &úÀ{$ C18 µæ$ßÂ× &úÀ{$ &Ô÷̧&Ô &ÕõÜ×æß / 

ÁÜÚõ×æß {ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù. &Èýùßø ÁÚÂ] &‘ç]$< C16 µæ$ßÂµ×ß èýò$æØ à`õ`×Ú ãûæÙßûù× æØùßù.  

 (ÙæÝóÔ 03)  

(e) ´×ÚµæÜ$µ&$\ß> Ñùßµò$ß&ß û÷ÀùÈ µ´µ{×ÔÈ û÷ÀßøõÚ (Microsoft Windows-based Operating Systems) ´õ 

&ßö$ûù× æ} {`æÚ, ´×ÚµæÜ$µ&$\ß> äæßµ&Ùß<Ùð ÑæÙßû <Áµ×ùß þ$Ñõ æ} {`æÚ û`õÝØ`Èûõß û`µæßí  

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

  (´Ô_ ÙæÝóÔ 15) 

03 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 
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ÁÜÛ Ù‘æ$µÓ ûÔ÷ÀßèÙÚæ ûÔ&ßõæ$Ù×æß <ù "ÎòÌ" (Reader) ûÔ&ßõæ$Ùµ×ß &{æ$Ø èóæ$½æ$Î åý×`×Ú ãûæÙßûù× 

æØùßù. åýµèß <èæÛÈ<ÙÚùß äææß <ùßµùß ÁÚÂ]×ùß Ñ&Úùß ûǗ $÷À Ò à$û&Ô ý$Øµ÷Àù µû$õß &úÀ{$ Ù`Ã× ×ÔõÝ ÷À| äæõÝ 

æÚÎ´×Ú. åýµèß Ñ÷Àß]Ôõß ÙÚûÚù× accounts@thelibrary.lk µÓ. äæõÝ æ} ×ÔõÝ ÷À| &Èýùßøµ×ùß û{õ <èÝ< åý µ<õ 

&û×$ à`õ: 

&$´$¬æ &$´$¬æ &$´$¬æ &$´$¬æ 
à‘æ×à‘æ×à‘æ×à‘æ×    

û} Ố ù´û} Ố ù´û} Ố ù´û} Ố ù´    µû}ûõß ù´µû}ûõß ù´µû}ûõß ù´µû}ûõß ù´    
à×Ñà×Ñà×Ñà×Ñ× ×ÔõÝ Ố÷ÀÙß× ×ÔõÝ Ố÷ÀÙß× ×ÔõÝ Ố÷ÀÙß× ×ÔõÝ Ố÷ÀÙß    

((((Ø`Ø`Ø`Ø`.).).).)    
Ñ÷Àß]Ôõß õ`û|ÙÑ÷Àß]Ôõß õ`û|ÙÑ÷Àß]Ôõß õ`û|ÙÑ÷Àß]Ôõß õ`û|Ù    

S0001 Amali Perera 550.00 amalp@gmail.com 

S0003 Ayesh Samarasinghe 500.00 ayesh@yahoo.com 

S0006 Rizwan Salie 1,000.00 Rizwan1999@gmail.com 

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

ÎòÌ ûÔ&ßõæ$Ùµ×ß à`´õÝÈ Ñ&ßõØ :  à‘æ 15, {×ÚµÙ<Ùß û$Ø, ùÔµèßµè$ò. 

÷̧Øæõù / \`æß&ß : +94 112 345 678.  

á{õ &úÀ{ùß &Ú×Ï´ ÁÚÂ]×ùßð û{õ ÷À̀ æßµ<ù ûóÚ<Ôò× µû$÷ ̧ ûóÚÑò×æß µÙ& &ùßùÚµÓ÷Àù× æÚÎ´ð Ñ÷Àß]Ôõß 

õ`û`Ùß ×`Ò´ ûÚ}ÚýúÀ åýµèß ÷À̀ ùỐ  þ$Ñõþ$Ñõþ$Ñõþ$Ñõ    æØùßùæØùßùæØùßùæØùßù. ûÔ&ßõæ$Ùµ×ß Ñ÷Àß]Ôõß õ`û`Ùß ûÜõÚûõßõÚ×ð àùÔ< ÙÚûÚµè$ùÔ &Ú×ÙßÙ 

&{æ$Ø ûÔ&ßõæ$Ù×$½ûõÚ (asst.librarian@thelibrary.lk) µ<õ ûÚðûõß æ} ×ÔõÝ ý< ãûæÙßûù× æØùßù. ý`‘æÝ 

èÚóÔµÈ µõ$ØõÝØ` &{ à×Ñ× ×ÔõÝ ÷À| õ`ùßûõß æÚÎµÈ û®û$®× à`õÝ}õß PDF µè$ùÔ<æß ÁÚÂ]×ùß µ<õ ×`Ñ× ×ÔõÝ 

àõØ, à×Ñ× ×ÔõÝ ÷À| à`õÝ}õß á{õ <èÝ< à`õÝÙõß PDF µè$ùÔ< ÷À ×`Ñ× ×ÔõÝ µÓ.  

û{õ (a) &Úð (h) ÷Àæß<$ {ú̧ù$µèù à`õÚ à×Úõ´ &úÀ{$ &Ô÷̧&Ô µõ$ØõÝØ` åý Ñ&Úùß ÙÚÑ× ×ÔõÝ µÓ. 

(åý Ñ&Úùß æØùÔ Ùýù ãûæÙßûù æÚ&Ú<æß µ<µõ$õß äß<$÷À &úÀ{ùß æØùßù.)  

µèùß (From): ………………. (a) ………………. (ÙæÝóÔ 02) 

µ<õ (To): ………………. (b) ………………. (ÙæÝóÔ 02) 

ûÚðûõß (CC): ………………. (c) ………………. (ÙæÝóÔ 02) 

ÑÂ× (Subject): ………………. (d) ………………. (ÙæÝóÔ 02) 

ûóÚ<Ôò× 
(Message): 

{Úõ<õß ………………. (e) ………………. 

áæÝõß ´$&µ×ß µû$õß æÚ{Úû×æß åý ûǗ $÷À Ò à$û&Ô ý$Ø÷ÀÛ à`õÚ ý< 

µûùÛµè$&ß à`õ. àûµèß ûÔ&ßõæ$Ù ûÜõÚûõßõÚ<Ùð àùÔ< ûǗ $÷ÀÒ à$û&Ô 

ý$Ø÷̧ùß µû$õß &úÀ{$ åý Ñ&Úùß ÷Àò Ố÷ÀÙß µèÒ´ à<Á] µÓ. à Ốó$ à`õÚ PDF 

µè$ùÔµÓ äæß äæß &$´$¬æ×$µèùß à×Ñ× ×ÔõÝ Ố÷ÀÙ &ð{ùß æØ à`õ. 

àµùæß PDF µè$ùÔµÓ ûÚ×<$ ÷À̀ Ç´ &úÀ{$ õÚµýù æǗ  {$ Ñ½ ÷Àæß<$ õÚµÅ.  

åýð õ<õß û`{`÷ÀÚÙÚ æÚÎ´æß à<Á] <ùßµùß ùÈ æØ`ó$æØ û{õ 

÷Àæß<$ à`õÚ ´µèß ÷̧Øæõù×ð à´õùßù. 

åýð ÑÁß<$&Û, 

………………. (f) ………………. 

(ÙæÝóÔ 01) 

 
 
 
 
 
 
 
 
 
 

(ÙæÝóÔ 02) 

àõß&ùß û$ñ×:  

(Signature Text): 
………………. (g) ………………. (ÙæÝóÔ 02) 

à` ỐóÔÈ: 

(Attachments): 
………………. (h) ………………. (ÙæÝóÔ 02)  

    (´Ô_ ÙæÝóÔ 15) 

04 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 
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(a) àùßõÌí$Ù× (Internet) &{ íèõß <]$ûßõ í$Ù× (World Wide Web) àõØ µ<ù&    û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù.  

 (ÙæÝóÔ 03)   

(b) µ<Å ýÜ<Ô&Ø×æß (web browser) þ$Ñõ æØÆùß, àùßõÌí$Ù ý`‘æÝ æÜÚ×$æ$ØæÈ<Ù µ×µ÷Àù Ñð, ûÍÁÛÙæ×ùß 

Ñ&Úùß phishing sites ûÚ}ÚýúÀ< Ñ´&ÚÙÚ´õß Ñ× ×ÔõÝ×.  

phishing site ×ùßµùùß à÷À{&ß æØùÔ Ùýùßµùß æÝ́ æß÷À̀ ×Ú û`{`÷ÀÚÙÚ æØ, äß<$ <}æß<$èõ {`æßµæß µæµ&ß÷À̀ ×Ú    

û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù  (ÙæÝóÔ 05)  

(c) "Bitcoin" ×ùÔ àùßõÌí$Ù×ð à÷À$Ù< û&ÔèÚ× <ÌÂ æÛû× õÝ} ùÚØõÝØ`<´ þ$Ñõ×ð û`ÆóÚ û÷À×æÚ.  

Bitcoins þ$Ñõ æÚÎµÈ àØ Ốó û`{`÷ÀÚÙÚ æØ, ´|õæ÷ÀÛ ä× íùûÜÚ×þ$<× ÷ÀÚù$µèù à`õßµõß æÝ́ æß ùÚ&$÷À̀ ×Ú    

û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù.  (ÙæÝóÔ 04)  

(d) "µ<³ àòÑµ×ß àèð .lk ×ù û÷À× õÚµÅ ùÈ, (.LK <&È ù$´×æß) äÑð, ä´ àòÑ× &úÀ{$ µ<Å &Ì<Ø× (web 

server) ÁÜÛ Ù‘æ$< õÝ} ûÚ{Úð$ õÚÃ× ×ÔõÝ×".  

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

   (ÙæÝóÔ 03) 

  (´Ô_ ÙæÝóÔ 15)  
 
 

     

    

(a) ´×ÚµæÜ$µ&$\ß> <Ì³ (Microsoft Word) {Ú û{õ &úÀ{ùß à‘è (features) ´êÚùß áðÔæØùÔ Ùýù æ$Ì××ùß 

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

(i) Macros 

(ii) Word Art 

(iii) Paste Text (Keep Text only) 

(iv) Comments 

(v) SmartArt 

(vi) Watermark (äææð ÙæÝóÔ 02 ý`êÚùß, ÙæÝóÔ 12)  

(b) "´×ÚµæÜ$µ&$\ß> <Ì³ µÙßçó×æß &ÔØæÚù Ñð (save) àûð <Ìè µ÷Àææ à$ØæßÂó ỐØû÷À (password) äæõÝ 

æ} {`æÚ×." 

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

 (ÙæÝóÔ 03)  

 (´Ô_ ÙæÝóÔ 15)  

    

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

06 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 
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(a) ´×ÚµæÜ$µ&$\ß> û<Ì µû$×Úùß> (Microsoft PowerPoint) {Ú û{õ &úÀ{ùß à‘è×ùßµèùß áðÔæØùÔ Ùýù 

æ$Ì××ùß (tasks) û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù:  

(i) Slide Master 

(ii) Play Narrations 

(iii) Presenter View  

(iv) Present Online 

(v) Hide Slide 

(vi) Show Media Controls (äææð ÙæÝóÔ 02 ý`êÚùß, ÙæÝóÔ 12) 
 
 

(b) åµÅ &´$è´ {ú̧ùß<$÷ÀÛ́ ð åýµèß æ$Ì×$Ù µÈ&× ´õ õýù ûÍèóæ× (office desktop computer) þ$Ñõ 

æØ, ´×ÚµæÜ$µ&$\ß> û<Ì µû$×Úùß> á÷ÀÚÍûõß æÚÎ´æß åý ûÚ}Úµ×Ù æØ à`õ. åý µ&ß<$÷À$×æµ×æÝµèß 

&ßö$ù×ð µè$&ß å{Ôð ä× á÷ÀÚÍûõß æÚÎ´ð àµûßæßÂÚõ ù Ốõß å{Ôµèß ûÍèóæµ×ß û<Ìµû$×Úùß> µù$´`õÚ ý< 

åýð ÷Àùß<ùÔ Ù`ý à`õ.    

µ&ß<$÷À$×æ×$µèß µÈ&× ´õ õýù ûÍèóæ× þ$Ñõ æØÆùß, åµÅ &´$è´ {ú̧ùß<$÷ÀÛ́ ð á÷ÀÚÍûõß æÚÎ´ æ} 

{`æÚ äæß æǗ ×æß (one method) û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù.  (ÙæÝóÔ 03)  

 (´Ô_ ÙæÝóÔ 15) 

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

B µæ$ðµ&{Ú à<&$ù×    


