
&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$ßù×    ----    2020202020202020    íù<$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  ÁÜÛ Ù‘æ$µÓ <${ù à‘æ èýò$ æÚÎ´ (storing) &úÀ{$ æßµÂßõÜ×æß (field) ùÚÌ´$ó× æÚÎµÈ÷ÀÛ MS à`æßµ&&ß 

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

 (1)  Short Text. (2)  Long Text. (3)  Integer. (4)  AutoNumber. 

    

1.21.21.21.2  û{õ ÷À̀ æßµ<ù µè$ùÔ à$æ#õÚ àõÝµØùß, &‘&ßæØó× æØù Ù÷À ´×ÚµæÜ$µ&$\ß> <Ì³ (Microsoft Word) {Ú 

ÙÚûÚ µÙßçó &Èýùßø æØùßµùß &$´$ù]µ×ùß æÝ́ ù µè$ùÔ à$æ#õÚ× ´êÚùß ÷À? 

 (1)  PPT.  (2)  JPEG.  (3)  DOCX. (4)  PDF. 

1.31.31.31.3  û{õ ÷À̀ æßµ<ù µ×÷À<ÔÈ ´#÷æ̧$‘è <Ìè àõÝµØùß, &$´$ù]µ×ùß CSV µè$ùÔ ÷ÀÚèÝ<ð (File Extension) 

&Èýùßø µ×÷À<ÔÈ ´#÷æ̧$‘è× (application software) <ùßµùß æÝ́ æß ÷À? 

 (1)  û÷À &`æ&Ố  (Word Processor).  

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

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

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

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

ûÚðÔ èóù :  07 
ûÜÁßù èóù : 07 

2020-01-25 
û&ß<Ø`  

[1.45 – 5.00]  
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1.41.41.41.4  ´×ÚµæÜ$µ&$\ß> äæßµ&Ùß (Microsoft Excel) {Ú û$ñ (text) ûÚðûõß æÚÎ´ð (copying) &{ à`ÙÒ´ð (pasting) 

þ$Ñõ æØù ×õÝØ` ûÔ<Ø` µæ® æǗ × (keyboard shortcuts) <ùßµùß: 

(1)   CTRL + C, CTRL + V  (2)  CTRL + X, CTRL + B  

(3)   CTRL + U, CTRL + A  (4)  CTRL + O, CTRL + S  

1.51.51.51.5  û{õ ÷À̀ æßµ<ù æÝ́ ù ´#÷æ̧$‘è× &úÀ{$ ã÷À${Øó×æß µÙ& Office 365 {`úÀÚùßÑ× {`æÚ÷À?  

 (1) àû µèÒ´ æ} û&Ô ÷ÀÚù 365 æß <`òæØù ´#÷̧æ$‘è×æÚ.  

 (2) µ&ß<$<æß µÙ& æßÙ<Ô³ ´õ (on the cloud) æÜÚ×$õß́ æ <ù ´#÷æ̧$‘è×æÚ. 

 (3) æ$Ì×$Ù×æ ûÍÁÛÙæ×ùß 365 µ÷ÀµùæÝ &´ê û<$ <`ò æ} {`æÚ ´#÷̧æ$‘è×æÚ.    

 (4) µ<ù&ß <Ô þ$Ñõ µ×÷̧È 365 æß à`õÝ}õß ´#÷æ̧$‘è×æÚ. 

1.61.61.61.6  û{õ &úÀ{ùß äß<$ àõÝµØùß, Ñ÷Àß]Ôõß õ`û`Ùß ×`Ò´ð / Ùý$ è`ùÛ́ ð þ$Ñõ æ} {`æÚ ´#÷æ̧$‘è×æß µù$<ùßµùßµù$<ùßµùßµù$<ùßµùßµù$<ùßµùß 

æÝ́ æß ÷À? 

(1)  Google Chrome   (2)  Apple IOS  

(3)  Microsoft Edge   (4)  Mozilla Thunderbird 

1.71.71.71.7  û{õ &úÀ{ùß äß<$ àõÝµØùß, ÷À̀ ùð þ$Ñõ×ð è`µùù <]<&$× &Èûõß &`Ù&ÔÈæØó Ñ&ú̧´æß (ERP 

solution) µù$<ùßµùßµù$<ùßµùßµù$<ùßµùßµù$<ùßµùß æÝ́ æß ÷À?  

    (1)  SAP HANA.    (2)  Microsoft Dynamics 365.  

 (3)  Sage 300.    (4)  QuickBooks. 

1.81.81.81.8  û{õ &úÀ{ùß äß<$ àõÝµØùß, µõ$ØõÝØ` õ$æßÂó ûÍ&Ø×æ (IT environment) à$ë$Ø øÌ´$ùÔæÞÙ µù$<ù 

(unethical) þ$Ñõ×æß µÙ& &`}æÚ× {`æßµæß æÝ́ æß ÷À? 

(1)  ×{_µ<æÝð æõ$ æÚÎ´ð å{Ôµèß æ$Ì×$Ù×ð èÚ×Ñð å{Ôµèß Ñ÷Àß]Ôõß õ`û|Ù (email) µ<õ ý`Ùß́  µ{ÙÛ́  

&{ æÚ×Ò´.  

(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 æ$Ì×$Ù Ñ÷Àß]Ôõß õ`û`Ùß èÚóÔµÈ ỐØû÷À× µ<ù&ß æÚÎ´. 

(4)  åýµèß í‘è´ ÷̧Øæõù× µ<ùõß µæµùæÝð ù`<õ ÑæÚóÛ́ ð µûØ ä{Ú ÷Àõßõ ´æ$ á<õß æÚÎ´.    

1.91.91.91.9  û{õ &úÀ{ùß äß<$ àõÝµØùß, µõ$ØõÝØ` û÷ÀßøõÚ×æ ùÚõ]$ùÔæÞÙ µù$<ù þ$Ñõ×æß µÙ& &ÙæùÔ µù$Ùýµù$Ùýµù$Ùýµù$Ùýùßµùßùßµùßùßµùßùßµùß 

æÝ́ æß ÷À? 

(1)  ×{_µ<æÝµèß à<&Ø×æß µù$´`õÚ< å{Ôµèß Ñ÷Àß]Ôõß õ`û`Ùß èÚóỐ ð ûÜµÓÁÒ´ð ãõß&{$ æÚÎ´.  

(2)  Ñ÷Àß]Ôõß àµÙÑ (e-marketing) &´$è´æß õÚµýù åµÅ ÆõÜ×$ð èùÔµ÷ÀùÔæØ`<ùßµèß Ñ÷Àß]Ôõß õ`û`Ùß 

ÙÚûÚù×ùß ×`Ò´. 

(3)  æ$Ì×$Ù ×{_<ùßµèß ûÔ÷ÀßèÙÚæ µ&ß<æ <$Ìõ$<Ù ûÚðûõß ùÚ<µ&ß à`õÚ åýµèß ûÔ÷ÀßèÙÚæ ûÍèóæµ×ß 

õý$ è`ùÛ́ .  

(4)  åýµèß æ$Ì×$Ù×Û× Ñ÷Àß]Ôõß õ`û`Ùß èÚóỐ ð ùÚ<µ&ß &Úð ûÜµÓÁ Ò´. 
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1.101.101.101.10  û{õ &úÀ{ùß äß<$ àõÝµØùß, à$ØæßÂ$< û`õßµõùß èõßæ} <ò$õß́  &Ô÷&̧Ô ỐØû÷À× <ùßµùß æÝ́ æß ÷À? 

 (1)  PASSWORD.  (2)  Pa$$W2019rD.  (3)  PaSSWorD. (4)  2019Password. 

 

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  ´×ÚµæÜ$µ&$\ß> à`æßµ&&ß (Microsoft Access) {Ú ÷Àõßõ µûØó× (filter data) &úÀ{$ …………………….. 

(SQL / HTML) þ$Ñõ æ} {`æÚ×.  

1.11.11.11.12222  ´×ÚµæÜ$µ&$\ß> äæßµ&Ùß (Microsoft Excel) {Ú û`õÝØ`Èûõæ µæ$ßÂ (cells) & Ṍ{×æ ãûÍ´ <®ù$æ´ 

µ&$×$è`ùÛ́ ð àûð  …………………….. [ÁÜÚõ×æß (Function) / &ÔõÜ×æß (Formula)] þ$Ñõ æ} {`æÚ×.  

1.131.131.131.13  ´×ÚµæÜ$µ&$\ß> û<Ìµû$×Úùß> (Microsoft PowerPoint) {Ú, …………………….. [ÑùÚÑ÷Àæ ´$&ßðÌ (Slide 

Master) / ÑùÚÑ÷Àæ &‘æÜ$ùßõÚ× (Slide Transition)] &‘&ßæØó× æÚÎ´ õÝÙÚùß &ÈûÕÌó ÑùÚÑ÷Àæ æÝÙæ×ð  

(whole slide set) µ<ù&ßæÈ û{&Ôµ<ùß æ} {`æÚ×.  

1.141.141.141.14  àùßõÌí$Ù×ð ûÜµÓÁ Ò´ð àûð …………………….. (TCP-IP / HTTP) ùÚ×´$<ÙÚ×ð (Protocol) 

&{$×<ù ãû$‘è×æß à<Á] µÓ.  

1.11.11.11.15555  ´×ÚµæÜ$µ&$\ß> <Ì³ (Microsoft Word) {Ú ÙÚûÚ µ×$ Ố &‘×ÔæßõÚ× ×ù à‘è× (mail merge feature) 

ûÔ÷ÀßèÙ×ùß ÑÁ$Ù æóßò$×´æß &úÀ{$ …………………….. [ÙÚûÚ æ<Ø (Envelopes) / Ñ÷Àß]Ôõß õ`û`Ùß 

(emails)] ûÚ}Úµ×Ù æÚÎ´ð ûÍÁÛÙæð áòæò &Ù&$ µ÷À×Ú.  

 

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    Ñ÷Àß]Ôõß õ`û`Ùß ÙÚûÚù×æ õÚµýùßµùß  “@”    &}æÝóÔ    äææß û´óæÚ.  

1.171.171.171.17  Ố{ÔóÔµû$õ à`ûß (Facebook app) µ{$ß ûÚÍæß&ù à`ûß (Browser app) þ$Ñõ æØÆùß àûð í‘è´ 

ãû$‘è×æÚùß Ố{ÔóÔ µû$õð ûÜµÓÁ Ñ× {`æÚ×.   

1.181.181.181.18  û<Ìµû$×Úùß> (PowerPoint) á÷ÀÚÍûõß æÚÎµÈ (PPT/PPTX) µè$ùÔ<æß ỐØû÷À×æÚùß à$ØæßÂó× (password 

protected) æ} {`æÚ×. 

1.191.191.191.19  à<Á] <ùßµùß ùÈ, äæßµ&Ùß <`òµû$õæ (Excel Workbook) à`õÝ}õß <`ò ûõÜÚæ$ (worksheets) èóù 

<`±æ} µ{$ß àòÔæ} {`æÚ×.   

1.201.201.201.20  <Ì³ ÙÚ×ÑÙßÙæß (A Word document) Ñ<#õ æÚÎ´ð ỐØû÷À×æß à`õÝ}õß Ò õÚÃ× {`æÚ àõØ, äµ&ß́  

&‘&ßæØó× æÚÎ´ð µ<ù&ß ỐØû÷À×æß à`õÝ}õß< õÚÃ× {`æÚ×.   

    (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) 

 

                                                

(a) ÷Àõßõ û÷ÀùÈ æ}´ù$æØó û÷ÀßøõÚµ×ß (Database Management System) <$&Ú û{æß(05) Ù`×Ú&ßõÝèõ æØùßùÙ`×Ú&ßõÝèõ æØùßùÙ`×Ú&ßõÝèõ æØùßùÙ`×Ú&ßõÝèõ æØùßù. 

 (ÙæÝóÔ 05)  

(b) ´×ÚµæÜ$µ&$\ß> à`æßµ&&ß (Microsoft Access) {Ú û{õ ÷À̀ æßµ<ù ṌÙÚæ$‘è<ÙÚùß (elements) áðÔ<ù àØ Ốó  

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

(i) Tables.     

(ii)  Forms. 

(iii) Report. 

(iv) Queries. 

(v) Macros.  (äææð ÙæÝóÔ 02 ý`èÚùß, ÙæÝóÔ 10) 

 (´Ô_ ÙæÝóÔ 15) 

 
 
 

äæßµ&Ùß ÷Àõßõ ûõÜÚæ$<æ èýò$ (stored) æØ à`õÚ ÁÚÂ] µõ$ØõÝØ` û÷ÀßøõÚ×æ ã÷Àßø#õ×æß û{õ ÷À̀ æßµÓ. 

´×ÚµæÜ$µ&$\ß> äæßµ&Ùß ûÚ}ÚýúÀ åýµèß ÷À̀ ùỐ  þ$ÑõæØ û{õÚùß ÷ÀÛ à`õÚ ûÜÁßù<Ùð ãõßõØ &û×ùßù:  

 A B C D E F G  

1 
Student 
Number 

MS Word MS Excel 
MS 

Powerpoint 
IT Theory Average 

Status 
(Pass / Fail) 

 

2 S0001 13 21 78 67    

3 S0002 14 44 48 44    

4 S0003 42 37 54 13    

5 S0004 73 46 45 45    

6 S0005 79 61 56 45    

7 S0006 63 37 38 13    

8 S0007 45 24 6 12    

9 S0008 24 5 55 100    

10         

11 Total No. of Students       

12         

13 No. of Students Passed       

         

 
 

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

03 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 



5 | P a g e  

 

(a) µ´´ <`ò ûõÜÚæ$µÓ ûÍÁÛÙæð û&ÔÃ´ û$ð æØÆùß ÙæÝóÔ 40 ð <ò$ àòÔ &Ú×Ï´ ÁÚÂ]×Úùßµèß ÙæÝóÔ 

á&ß́ õÝæØ ÷À̀ æßÒ´ (highlight) à<Á]<ù àõØ, µ´´ æ$Ì×× áðÔæØùßµùß µæµ&ß÷À̀ ×Ú û`{`÷ÀÚÙÚ æû`{`÷ÀÚÙÚ æû`{`÷ÀÚÙÚ æû`{`÷ÀÚÙÚ æØùßùØùßùØùßùØùßù.  
 (ÙæÝóÔ 03)  

(b) àùÔØ|ûÛ ÁÚÂ]×$ Ñ&Úùß Ùý$èùßù$ Ù÷À ÙæÝóÔ<Ù &$´$ù] (average) èóù× æÚÎ´ &úÀ{$ F2 µæ$ßÂ× 

&úÀ{$ &Ô÷&̧Ô ÁÜÚõ×æß {ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù. á{õ &úÀ{ùß æØ à`õÚ &$´$ù]× &úÀ{$ ÑÂ××ùß {õØ û´óæß à`õ`×Ú 

ãûæÙßûù× æØùßù.  (ÙæÝóÔ 03) 

(c) àùÔØ|ûÛ ÁÚÂ]×$ µ´´ û$ñ´$Ù$< &´õß ÷À, à&´õß ÷À (pass or fail) ×ùßù &ùÚðÔ{ùß æÚÎ´ &úÀ{$ &Ô÷&̧Ô &ÕõÜ×æß / 

ÁÜÚõ×æß  G2 µæ$ßÂ× &úÀ{$ {ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù. û$ñ´$Ù$< á{õ æÛ ÑÂ××ùß {õµØùß û´óæß &´ùßÑõ ý<÷À, 

&´õßÒ´ &úÀ{$ &|´ ÁÚÂ]µ×æÝ́  &Ú×Ï´ ÑÂ××ùß &´õß Ñ× ×ÔõÝ àõØ, äß &úÀ{$ äæß äæß ÑÂ×ð à<´ 

<Áµ×ùß ÙæÝóÔ 40 ý`èÚùß Ùý$èõ ×ÔõÝ àõØ, &´&ßõ û$ñ´$Ù$< &úÀ{$ ÙæÝóÔ 50 æ &$´$ù]×æß (average) 

û<õß<$ ×ÔõÝ ý<÷À ãûæÙßûù× æØùßù.  (ÙæÝóÔ 03) 

(d) ÁÚÂ]×ùß æÛµ÷ÀµùæÝ û$ñ´$Ù$< {÷À$Ø$ àõß÷À̀ ×Ú µ&$×$ è`ùÛ́ ð C11 µæ$ßÂ× &úÀ{$ &Ô÷&̧Ô &ÔõÜ× / ÁÜÚõ× 

{ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù{ú̧ù$ ÷Àæß<ùßù. µ´´ <`ò ûõÜÚæ$< õÝ} &Ú×Ï´ ÁÚÂ]×ùß ûÚ}ÚýúÀ ÷Àõßõ à`õÝ}õß< à`õ`×Ú ãûæÙßûù× æØùßù. 

 (ÙæÝóÔ 03) 

(e) û$ñ´$Ù$< &´õß <Ô Ố_ ÁÚÂ] &‘ç]$< µ&$×$ è`ùÛ́ ð C13 µæ$ßÂ× &úÀ{$ &Ô÷̧&Ô &ÔõÜ× / ÁÜÚõ× {úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù{úù̧$ ÷Àæß<ùßù.  
 (ÙæÝóÔ 03) 

  (´Ô_ ÙæÝóÔ 15) 
    
                                                                                                                                             

 

&Û́ $&{Úõ Ù‘æ$ ÙÛ\ß µõß &´$èµÈ ÑæÝóÔÈ æ}´ù$æØ` åý ×`×Ú ãûæÙßûù× æØùßù. Ñµ÷ÀßÁÚæ µ&ß<$÷À$×æ×ùß 

(Foreign Clients) Ñ&Úùß µõß ý|èß &úÀ{$ åý &´$è´ µ<õ à`ó<ÔÈ á÷ÀÚÍûõß µæµÌ. &$´$ù]µ×ùß &´$èµÈ 

ûÜõÚûõßõÚ× <ùßµùß à`ó<ÔÈ<Ùð &Èýùßø Ñ÷Àß]Ôõß õ`û`Ùß åý µ<õ Ù`µÅ ùÈ, (åµÅ Ñ÷Àß]Ôõß õ`û|Ù 

salesmgr@lankaleaf.com) äß<$ð ×`µ<ù ãõßõØ, èÚóÔÈ Á$ç$<ð (accounts@lankaleaf.com) &{ ùÚÂßû$÷Àù 

æ}´ù$æØ`ð (productionmgr@lankaleaf.com) ûÚðûõß æÚÎ´×Ú. âð à´õØ<, åµÅ ãõßõØ, æ}´ù$æØó àø]æßÂ 

(md@lankaleaf.com) µ<õ÷À, ûÚðûõß æ} ×ÔõÝ×. äµ{õß æ}´ù$æØó àø]æßÂæµèß Ñ÷Àß]Ôõß õ`û|Ù àµùæÝõß à× 

Ñ&Úùß µù$÷À̀ æÚ× ×ÔõÝ×. 

åýð Ù`Ä à`õÚ û{õ ÷À̀ æßµ<ù Ñ÷Àß]Ôõß õ`û|Ù &Ùæ$ ýÙùßù: 

µèùß (From): anne@euroexports.co.uk 

µ<õ (To): salesmgr@lankaleaf.com 

ûÚðûõß (CC): john@euroexports.co.uk 

ÑÂ× (Subject): µõß ý|èß à`ó<Ố  

ûóÚ<Ôò× 
(Message): 

{Úõ<õß Ù‘æ$ÙÛ\ß µõß ÑæÝóÔÈ æ}´ù$æ$ØõÝ́ ùÚ, 

åý &´$è´ ´êÚùß à&ÔØùÔ Ùýù û`æ`>ðÔ<æ èÜ|È 450 ý`èÚùß à`õÚ "BOP Ceylon Tea" äßææ 

10,000 æß à`ó<ÔÈ æÚÎ´ð àûð à<Á]< õÚµÅ. àûµèß µ<µ}úÀ ÙæÝó þ$Ñõ æØ µõß à`&ÔØ`È 

µû>®× åý Ñ&Úùß &ùßùÈèõ æÚÎ´ àûð à<Á]×. èÜ|È 450 æ µõß û`æ`>ðÔµÓ µ´$ß&ßõØ× 

(design) PDF ´êÚùß ´$µèß &èµ×æÝ <ù µí$ßùß µ<õ, ´ð÷À ûÚðûõß æØÆùß æØ`ó$æØ åýð 

äÑ× {`æÚ÷À? µí$ßùßµèß à÷À{&ß (comments) ´$ µ<õ ä<Ô û&Ô, µõß û`æ>ðÔµÓ µ´$ß&ßõØ× è`ù 

à<&$ù äæêõß<×æð àûð ä}É× {`æÚ×. âð û&Ô àû &ù$ö æ} µ´$ß&ßõØ× åý µ<õ ä<Æ.  

ù$´´$õÜÚæ (proforma) áùßµ<$×Ú&Ú×æß àû µ<õ ä<ùÔ à`õ`×Ú ÑÁß<$& æØ Ố.    

&ßõÞõÚ×Ú, 

åýµèß ÑÁß<$&Û, 

à|ùß µ{$ßµõ$ßùß  

æ}´ù$æ$ÍóÚ×, ÆÙ÷ÀÛ è`ùÔÈ 

×ÔµØ$ß äæß&ßµû$ßÌ>&ß, äæß&õß Ø$íø$ùÚ× 

04 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 
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á{õ ÷Àæß<$ à`õÚ Ñ÷Àß]Ôõß õ`û|Ùð ûÚ}ÚõÝØ` ×`Ò´ð Ñ÷Àß]Ôõß õ`û`Ùß ×`Ò´ ûÚ}ÚýúÀ åµÅ ÷À̀ ùỐ  þ$Ñõ æØþ$Ñõ æØþ$Ñõ æØþ$Ñõ æØùßùùßùùßùùßù. û{õ 

÷Àæß<$ à`õÚ (a) &Úð (i) ÷Àæß<$ à×Úõ´×ùß &úÀ{$ &Ô÷̧&Ô µõ$ØõÝØ` åý Ñ&Úùß ÙÚÑ× ×ÔõÝ×:  

(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) 

BCC: ………………. (d) ………………. (ÙæÝóÔ 02) 

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

ûóÚ<Ôò× 

(Message): 

{Úõ<õß ………………. (f) ………………. 

åýµèß Ñ÷Àß]Ôõß õ`û|Ù ûÚ}ÚýúÀ< &ßõÞõÚ<ùßõ µ<Æ. à|ùß Ñ&Úùß 

÷Àùß<$ à`õÚ ûÍ÷ÀÚ PDF õÝ} µõß û`æ`>ðÔ<ð à÷À$Ù µõ$ØõÝØ` 

à Ốó$ ä<$ à`õ. 

åµÅ ÑÁß<$&Û, 
………………. (g) ………………. 

(ÙæÝóÔ 01)  

 

 

 

 

(ÙæÝóÔ 01)  

àõß&ùß û$ñ×:  
(Signature Text): 

 

………………. (h) ………………. (ÙæÝóÔ 01) 

à` ỐóÔÈ: 

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

    (´Ô_ ÙæÝóÔ 15) 

 

 
 

 

(a) ´|õæ÷ÀÛ, ûÔ÷ÀßèÙ×ùß Ñ&Úùß å<Ôùßµèß Ố{ÔóÔµû$õß èÚóÔÈ<Ùð ùÛõÚ ÑµØ$ß¾ ûÜµÓÁ×ùß &{ àù<&Ø æò$ <`÷ÀÛÈ 

à`õÚ ý<ð æØùÔ Ùýù û`ÆóÛÙÚ<Ù <`±Ò´æß ÷Àæßùð Ù`µÅ.  

µæµùæÝµèß &´$í ´$ø] èÚóÔÈ<Ùð ùÛõÚ ÑµØ$ß¾ µÙ& ûÜµÓÁù× Òµ´ùß à$ØæßÂ$ æÚÎ´ &úÀ{$ èõ {`æÚ 

ûÚ×<Ø×ùß µ÷Àææß(02) Ù`×Ú&ßõÝèõ æØùßùÙ`×Ú&ßõÝèõ æØùßùÙ`×Ú&ßõÝèõ æØùßùÙ`×Ú&ßõÝèõ æØùßù. (ÙæÝóÔ 03)  

(b) µý$µ{$ß õÌíù×ùßµèùß µõ$ØõÝØ` û÷ÀßøõÚ à$ØæßÂ$ æÚÎ´ð, µõ$ØõÝØ` à$ØæßÂó æÜÚ×$õß́ æ æØùÔ Ùý×Ú. 

µþ[õÚæ, õ$æßÂóÚæ &{ ûÍû$Ùù µÙ& µõ$ØõÝØ` à$ØæßÂó û$Ùù×ùß ûÜø$ù <Áµ×ùß <Ìè 3 æß õÚµÅ.     

à$×õù×æß Ñ&Úùß    µõ$ØõÝØ` û÷ÀßøõÚ    à$ØæßÂ$ æÚÎ´ð þ$Ñõ æØùÔ Ùýù µþ[õÚæ û$Ùù õÝùæß(03) û`{`÷ÀÚÙÚû`{`÷ÀÚÙÚû`{`÷ÀÚÙÚû`{`÷ÀÚÙÚ    

æØùßùæØùßùæØùßùæØùßù.   (ÙæÝóÔ 06)  

(c) "àû àùßõÌí$Ù×ð ûÜµÓÁ <ùßµùß ùÈ µù$÷Àùßù$ ÷ÀßµÓÁ$‘è (unknown malware) <ÙÚùß àûµèß ûÍèóæ 

{$ùÚ×ð ûõßÑ× {`æÚ×".   

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

   (ÙæÝóÔ 03)  

(d) <$ÌÂÚæ ùòõßõÝ èÚÑ&Ố  [(Annual Maintenance Contract (AMC)] ×ùßµùùß    à÷À{&ß æØùßµùß æÝ́ æß÷À̀ ×Ú 

û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù. (ÙæÝóÔ 03) 
 (´Ô_ ÙæÝóÔ 15)  

 

05 <ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù×<ù ûÜÁßù× 
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(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) Print Preview. 

(ii) Track Changes. 

(iii) AutoText. 

(iv) Restrict Editing. 

(v) Navigation Pane. 

(vi) Superscript. (äææð ÙæÝóÔ 02 ý`êÚùß, ÙæÝóÔ 12) 

(b)  "´×ÚµæÜ$µ&$\ß> <Ì³ µÙßçó×æ (Microsoft Word document) <ëù &{ àæÝØ` èóù µÙß&Úµ×ùß 

µ&$×$èõ {`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. 

 (ÙæÝóÔ 03)  

 (´Ô_ ÙæÝóÔ 15)  
  

    

    
 

(a) "´×ÚµæÜ$µ&$\ß> û<Ìµû$×Úùß> (Microsoft PowerPoint) {Ú à`õÚ û{õ ÷À̀ æßµ<ù à‘è (features) ´êÚÚùß 

áðÔæØùÔ Ùýù æ$Ì××ùß û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù:  

(i) ÑùÚÑ÷Àæ à$÷ÀÌÁ× (Slide Template). 

(ii) û&ÔØ` ûÔ<Ø`< (Clipboard). 

(iii) ÑùÚÑ÷Àæ &‘æÜ$ùßõÚ× (Slide Transitions). 

(iv) û`õÚ &¶ÒæØó× (Side Animations). 

(v) ÑùÚÑ÷Àæ ûǗ $ó× (Slide Size). 

(vi) ÑùÚÑ÷Àæ ûÔ&ßõæ$Ù× (Slide Library). (äææð ÙæÝóÔ 02 ý`êÚùß, ÙæÝóÔ 12) 
 
 

(b) åý ûÚ}Úµ×Ù æØÆùß &Ú®ù ´×ÚµæÜ$µ&$\ß> û<Ìµû$×Úùß> (Microsoft PowerPoint) á÷ÀÚÍûõß æÚÎ´æ &Ú‘{µ}ùß 

&{ µ÷À́ µ}ùß &´{Ø µæ® ÷À̀ ùßÒÈ à`õÝ}õß æÚÎ´ à<Á] µæµÌ. äµ{õß, åý þ$Ñõ æØù ûÍèóæµ×ß 

&Ú‘{Ù µ{$ß µ÷À́ } àæÝØ` Øð$ (fonts) &ßö$ûù× (installed) æØ ù`õ. µ´´ þ$Â$<ùß µ÷Àæ´ åý ÷Àùßù$ ý<÷À, 

åý þ$Ñõ æØù ûÍèóæ×ð àùßõÌí$Ù &Èýùßø×æß õÚµýù ý<÷À, ãûæÙßûù× æØùßù.     

    µ´´ æ$Ì×× åý Ñ&Úùß &Ú÷æ̧ØùÔ Ùýùßµùß µæµ&ß÷À̀ ×Ú û`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßùû`{`÷ÀÚÙÚ æØùßù. (ÙæÝóÔ 03)  

 (´Ô_ ÙæÝóÔ 15) 

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

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

B µæ$ðµ&{Ú à<&$ù×    


