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,yq;if fzf;fPl;L njhopDl;gtpayhsu;fs; fofk;,yq;if fzf;fPl;L njhopDl;gtpayhsu;fs; fofk;,yq;if fzf;fPl;L njhopDl;gtpayhsu;fs; fofk;,yq;if fzf;fPl;L njhopDl;gtpayhsu;fs; fofk;  

  jpwikjpwikjpwikjpwik (jpwd;fs;jpwd;fs;jpwd;fs;jpwd;fs;) fg;];Nuhd;fg;];Nuhd;fg;];Nuhd;fg;];Nuhd; - 2016 A+A+A+A+iyiyiyiy 

(SS2)  jfty; njhopDl;gtpay; jfty; njhopDl;gtpay; jfty; njhopDl;gtpay; jfty; njhopDl;gtpay; jpwd;fs;jpwd;fs;jpwd;fs;jpwd;fs;    
(Information Technology skills)  

• guPl;rhu;j;jpfSf;fhd mwpTWj;jy;fs;guPl;rhu;j;jpfSf;fhd mwpTWj;jy;fs;guPl;rhu;j;jpfSf;fhd mwpTWj;jy;fs;guPl;rhu;j;jpfSf;fhd mwpTWj;jy;fs; (ftdkhf thrpf;fTk;): 

• mDkjpf;fg;gl;l Neuk; mDkjpf;fg;gl;l Neuk; mDkjpf;fg;gl;l Neuk; mDkjpf;fg;gl;l Neuk; : thrpj;jy; -  15 epkplq;fs; 

           vOJjy; - 03 kzpj;jpahyk; 

(1)     tpdhj;jhs; fl;likg;Gk; Gs;spfs; xJf;fPLk; tpdhj;jhs; fl;likg;Gk; Gs;spfs; xJf;fPLk; tpdhj;jhs; fl;likg;Gk; Gs;spfs; xJf;fPLk; tpdhj;jhs; fl;likg;Gk; Gs;spfs; xJf;fPLk; : 

gFjpgFjpgFjpgFjp Njitg;ghLNjitg;ghLNjitg;ghLNjitg;ghL Gs;spfs;Gs;spfs;Gs;spfs;Gs;spfs; 

A rfy tpdhf;fSk; fl;lhakhdit 40 

B 
MW tpdhf;fspy; ehd;fpw;F kl;Lk; 
tpilaspj;jy; Ntz;Lk;. 60 

nkhj;jg; Gs;spfs;nkhj;jg; Gs;spfs;nkhj;jg; Gs;spfs;nkhj;jg; Gs;spfs;    100 

(2) toq;fg;gl;Ls;s    tpilg; Gj;jfj;jpy; tpilg; Gj;jfj;jpy; tpilg; Gj;jfj;jpy; tpilg; Gj;jfj;jpy; ePq;fs; tpz;zg;gpj;j    nkhop %yj;jpNyNa tpilfs; nkhop %yj;jpNyNa tpilfs; nkhop %yj;jpNyNa tpilfs; nkhop %yj;jpNyNa tpilfs; 
vOjg;gly; Ntz;Lk;. 

 

gFjpgFjpgFjpgFjp A 
 

Nehf;fr; Nrhjid tpdhf;fs;Nehf;fr; Nrhjid tpdhf;fs;Nehf;fr; Nrhjid tpdhf;fs;Nehf;fr; Nrhjid tpdhf;fs; (OTQs) 

,UgJ (20) fl;lha tpdhf;fs; 

(nkhj;jk; 40 Gs;spfs;) 

                                                

1.1 njhlf;fk; 1.10 tiuahd tpdhf;fSf;fhd kpfr; rupahd tpilapidj; njupTnra;f. 

njupTnra;ag;gl;l tpilapd; ,yf;fj;ij> tpdhtpd; ,yf;fj;ijf; Fwpg;gpl;L mjd; vjpNu 
vOJf. 

1.1  juTj;js Kfhikj;Jt Kiwik (DBMS) xd;iwg; gad;gLj;JtjpYs;s gpujp$yk; xd;whff; 

fUjg;glf;$baJ gpd;tUtdtw;Ws; vJ?   

(1)  juTfspYs;s Kuz;ghLfs; mjpfupf;fpd;wik.  

(2)  ,Wjpg; gadu; cw;gj;jpj;jpwd; Fiwtiljy;. 

 (3)  juTg; gq;fPL rhj;jpakw;wjhf ,Uj;jy;.  

 (4)  Kd;ida juT Kfhikj;Jt mZFKiwfistpl nryTfs; mjpfupj;Js;sik 

      

 

tpdhtpdhtpdhtpdh  01 

gf;fq;fs;  :  10 

tpdhf;fs;  :  07  

2016-07-23 
gpw;gfy;  

[1.45 – 5.00]  
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1.2  fPNo jug;gl;Ls;s tpsf;fg;glq;fspd; ngau;fs; KiwNa : 

 

 

 

 

                 

            cUcUcUcU - 1                                                                         cUcUcUcU - 2 

(1)  tl;l tpsf;fg;glk; (Pie Chart) kw;Wk; Rw;W tpsf;fg;glk;  (Circle Chart).  

(2)  Nlhdl; tpsf;fg;glk; (Doughnut Chart) kw;Wk; Fkpo; tpsf;fg;glk; (Bubble Chart).  

 (3)  Rw;W tpsf;fg;glk; (Circle Chart)   kw;Wk; tl;l tpsf;fg;glk;  (Pie Chart).   

 (4)  fhd;l; tpsf;fg;glk; (Gantt Chart) kw;Wk; Gs;sp tpsf;fg;glk; (Dot Chart). 

1.3  gpd;tUk; ve;j nkd;nghUs; tiff;fhd cjhuzkhf [pDnkupf; (Gnumeric) fhzg;gLfpwJ? 

(1)  tpupjhs; nkd;nghUs;  

(2)  vz;rhu; tuptbtq;fis tpNrlkhff; nfhz;Ls;s juTj;js Kfhikj;Jt Kiwik 

 (3)  tl;L tbtikj;jy; gad;ghL (Disk Formatting Utility).  

 (4)  ehza khw;Wf;fhd tiyj;jsk;.   

1.4  ikf;Nuhnrhg;w; mTl;Yf; ,y; gad;gLj;jg;gLfpd;w Kftupg; Gj;jf (address book) trjp 

njhlu;ghd rupahd $w;W : 

 (1)  kpd;dQ;rYlNdh my;yJ kpd;dQ;ry; ,y;yhkNyh VjhtJ xU egupd; njhlu;G 

tpguq;fisr; Nrkpj;J itg;gjw;F ,jidg; gad;gLj;j KbAk;. 

 (2)  nghJkf;fspd; njhiyNgrp ,yf;fq;fisf; fz;Lgpbg;gjw;F ,jidg; gad;gLj;j 

KbAk;. 

 (3)  fpilf;fg;ngw;w rfy kpd;dQ;ry;fspdJk; kpd;dQ;ry; Kftupfs; ,jpy; vg;nghOJk; 

jd;dpaf;fkhfr; Nrkpf;fg;gLfpd;wd.  

 (4)  cynfq;fpYk; kpd;dQ;ry; trjpiag; gad;gLj;Jfpd;w ve;jnthU egupdJk; kpd;dQ;ry; 

KftupiaAk; vk;khy; NjLjy; nra;a KbAk;.       

1.5  IPTV vd;gJ ,izaj;jpy; fpilf;ff;$bajhfTs;s xg;gPl;L uPjpapy; Gjpa Nrit xd;whFk;. 

IPTV vd;gjd; KO tbtk; : 

(1)  Intellectual Property Technology Version. (2)  Information Provider To Vehicles. 

 (3)  Internet Protocol Television.  (4)  Instant Picture Transfer Visit.  
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1.6  Office 365 vd;gJ : 

(1)  ikf;Nuhnrhg;w; xgp]; ,w;fhd xU ,ytr jpwe;j khw;W %ykhFk; (Free Open Source 

alternative). 

(2)  xd;iyd; fsQ;rpaq;fis cUthf;Ftjw;F gad;gLj;jg;gLfpd;w xU nkd;nghUs; 

MFk;  

(3)  365 ehl;fSf;F nry;Ygbahff;$ba xU nkd;nghUs; cupkk; MFk;.    

(4)  xU tiyj;js cyhtpapd; mbg;gilapy; re;jh nrYj;jpg; gad;gLj;Jk; xgp]; 

cw;gj;jpj;jpwd; jPu;T (subscription office productivity solution) MFk;.   

 

 

 

1.7  ikf;Nuhnrhg;w; gtu;nghapd;l; ,Ys;s gl tpy;iy E}yfq;fs; (slide libraries) vd;w 

mk;rj;ijg; gad;gLj;Jtjd; %ykhd gzpapd; Nehf;fk; :  

 (1)  ,izaj;jpy; nghJ E}yfq;fspy; fsQ;rpag;gLj;jg;gl;Ls;s gtu;nghapd;l; gl 

tpy;iyfSf;fhd mZfiy mDkjpg;gJ.      

 (2)  gl tpy;iy E}yfj;ij mZff;$ba vtnuhUtu; %ykhd kPs;ghtidiaAk; 

mDkjpg;gJ.  

 (3)  mspf;if (Presentation) xd;wpid PDF Mtzkhf Nrkpg;gij mDkjpg;gJ.  

 (4)  ve;jnthU mspf;iff;Fk; ,iza ,izg;gpYs;s nghJ E}yfq;fspypUe;J juT 

fisAk; tpsf;fg;glq;fisAk; Nru;g;gjw;F mDkjpg;gJ.  

  

1.8  fPNo jug;gl;Ls;s cU cU cU cU 1 ,id khw;wQ; nra;J cU cU cU cU 2 ,idg; ngWtjw;Fg; gad;gLj;jg; 

gLfpd;w ikf;Nuhnrhg;w; Ntl; ,Ys;s trjp vt;thW miof;fg;gLfpwJ?   
 

 

 

 

 

 

 

 

                                    cUcUcUcU - 1                                                                          cUcUcUcU - 2 

(1)  kPs;tz;zkply; (Recolor) (2)  fj;jupj;jy; (Crop) 

(3)  neUf;Fjy; (Compress) (4)  kPsikj;jy; (Reset)
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1.9  gpd;tUk; eltbf;iffspy; vjid> jfty; njhopDl;g Kiwikfspd; newpKiwrhu;e;j 

Vw;Wf;nfhs;sj;jf;f ghtidahff; fUj KbAk;?   

(1)  jdpg;gl;l tplaq;fSf;fhf cj;jpNahfG+u;t (official) kpd;dQ;riyg; gad;gLj;Jjy; 

(2)  NtiyAld; njhlu;gw;w tiyj;js cyhty; (web browsing) 

 (3)  ckJ mYtyf Nkirf; fzpdpapy; ikf;Nuhnrhg;w; Xgp]; 2013 nkd;nghUis 

epfo;epiyg;gLj;jy; (Updating) 

 (4)  ckJ mYtyf Nkirf; fzpdpapy; rup xg;ghd Nfhg;Gg; gfpu;Tr; nra;epuypid (Peer 

to Peer file Sharing program) ,af;Fjy;   

1.10  mjpfhukspf;fg;glhj (mDkjpapy;yhj) epiyapy; fzpdpfis mZFtJ> Fw;wj;jpw;fhd Xu; 

vj;jdpg;G vd ,yq;ifg; ghuhSkd;wj;jpdhy; epiwNtw;wg;gl;l rl;lk; gpd;tUtdtw;Ws; 

vJ?   

(1)  2006 Mk; Mz;bd; 30 Mk; ,yf;f nfhLg;gdT rhjdq;fs; Nkhrbr; rl;lk;  

(2)  2003 Mk; Mz;bd; 36 Mk; ,yf;f Gyikr; nrhj;Jr; rl;lk; 

 (3)  2007 Mk; Mz;bd; 24 Mk; ,yf;f fzpdptopf; Fw;wq;fs; rl;lk;  

 (4)  2006 Mk; Mz;bd; 11 Mk; ,yf;f epjpr; rl;lk;  

     

 

,y. 1.11 njhlf;fk; 1.15 tiuahd tpdhf;fspYs;s ntw;wplq;fis epug;Gtjw;F milg;Gf; 

FwpfSf;Fs; jug;gl;Ls;s nrhw;fspypUe;J nghUj;jkhd nrhy;iyj; njupT nra;f. mt;thW njupT 

nra;ag;gl;l nrhy;iy> tpdh ,yf;fq;fSld; ckJ tpilg; Gj;jfj;jpy; vOJf : 

1.11  juTj;js Kfhikj;Jt Kiwiknahd;wpYs;s gbtk; (form) xd;iwg; gad;gLj;JtJ xU 

jdpj;j ………… (Nfhg;gpy; / gjptpy;) cs;s rfy Gyq;fisAk; (fields) ghu;g;gjw;fhd xU 

nrsfupakhd topahf ,Uf;fpwJ.    

1.12  ikf;Nuhnrhg;w; vf;nry; ,y; fpilf;ff;$bajhfTs;s ………. (ROW / ROWS) njhopw;ghl;bd; 

%yk; Ez;ziwf; Fwpg;gpYs;s FWf;F tupir vz;izg; ngw (return the row number of 

a reference) KbAk;.  

1.13  ikf;Nuhnrhg;w; mTl;Yf; ……………… (xU jdpg;gl;l jfty; Kfhikahsupd; / xU 

kpd;dQ;ry; Nritafj;jpd;) tfpghfj;jpid Mw;WfpwJ.    

1.14  xU tiyj;js cyhtpiag; gad;gLj;jp> fld; ml;il ,yf;fk; Nghd;w jdpg;gl;l 

jfty;fisg; gupkhw;Wk;NghJ gad;gLj;jg;gLfpd;w newpKiwahdJ (Protocol) …………… 

(HTTP/ HTTPS) MfTs;sjh vd;gJ gw;wp ehk; gupNrhjpj;jy; Ntz;Lk;.     

1.15  …………… (cau; ghJfhg;G kw;Wk; Fiwe;j neupry; / Fiwe;j ghJfhg;G kw;Wk; cau;e;j 

neupry;) EioTf; fl;Lg;ghl;bw;fhf capupay; uPjpahd milahsg;gLj;jy; (Biometric 

identification) gupe;Jiuf;fg;gLfpwJ.    
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1.16 njhlf;fk; 1.20 tiuahd gpd;tUk; xt;nthU $w;Wk; rupahdjhrupahdjhrupahdjhrupahdjh my;yJ jtwhdjhjtwhdjhjtwhdjhjtwhdjh vd;gijf; 

Fwpg;gpLf. njupTnra;ag;gl;l tpilapid (rup / jtW) ckJ tpilg;Gj;jfj;jpy; tpdh ,yf;fj;ijf; 

Fwpg;gpl;L mjd; vjpNu vOJf.  

1.16  jpwd; Ngrpfspd; (smart phones) mjpfupj;j ghtid fhuzkhf Kfpy; mbg;gilapyhd 

ERP jPu;TfSf;fhd (Cloud based ERP solution) Nfs;tp> fle;j Ie;J tUlq;fspy; 

ruptile;jpUf;fpwJ.   

1.17  MySQL vd;gJ ikf;Nuhnrhg;w; $l;Lj;jhgdj;jhy; Ngzg;gl;L tpw;gid nra;ag;gl;l xU 

juTj;js Kfhikj;Jt Kiwik MFk;.    

1.18  gtu;nghapd;l; mspf;if (presentation) xd;wpidr; Rakhf ,aq;ff;$ba mspf;if xd;whff; 

fhl;rpg;gLj;j KbAk;.   

1.19  nrhf;Ntt; xspu; nghUs; (Shockwave Flash object) xd;wpid ikf;Nuhnrhg;w; gtu;nghapd;l; 

mspf;if xd;wpDs; ,Ltjw;F ,Uf;fpd;w xNunahU rhj;jpakhd top> xspu; Nfhg;G 

,Uf;fpd;w ,lj;jpw;fhd xU kPj;njhLg;gpid (hyperlink) cUthf;FtNj MFk;.    

1.20  ikf;Nuhnrhg;w; Ntl; ,idg; gad;gLj;Jk;NghJ> cjtp xd;wpidg; ngWtjw;F ehk; F1 

rhtpapid mOj;j KbAk;.       

 

(xt;nthd;Wf;Fk; 02 Gs;spfs; tPjk;, nkhj;jk; 40 Gs;spfs;) 

 

 

 
 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

gFjp A apd; KbT 
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gFjpgFjpgFjpgFjp B 
 

VjhtJ ehd;F (04) tpdhf;fSf;F kl;Lk; tpil vOJf. 

(nkhj;jk; 60 Gs;spfs;) 

                                              

Topbooks vd;gJ tpiutpy; jpwf;fg;glTs;s xU Gj;jf epiyakhFk;. me;jg; Gj;jf epiyaj;jp 

ypUe;J gpupj;njLf;fg;gl;l Gj;jfq;fspd; gl;bay; fPNo jug;gl;Ls;sJ. fk;gdp ,e;jg; Gj;jfg; 

gl;baiy fzpdpj; juTj;jsk; (computer database) xd;wpy; Nrkpj;J itg;gjw;Fj; jpl;lkpLfpwJ.  

 Gj;jf Gj;jf Gj;jf Gj;jf 
tiftiftiftif 

Gj;jfj;jpd; Gj;jfj;jpd; Gj;jfj;jpd; Gj;jfj;jpd; 
ngau;ngau;ngau;ngau; 

ntspapntspapntspapntspapl;lhsu;l;lhsu;l;lhsu;l;lhsu; / 
tpepNahfj;ju;tpepNahfj;ju;tpepNahfj;ju;tpepNahfj;ju; 

ISBN FwpaPLFwpaPLFwpaPLFwpaPL 
ntspaPl;Lj; ntspaPl;Lj; ntspaPl;Lj; ntspaPl;Lj; 

jpfjpjpfjpjpfjpjpfjp  
ifapUg;GifapUg;GifapUg;GifapUg;G 

tpw;gid tpw;gid tpw;gid tpw;gid 
tpiy (&.)tpiy (&.)tpiy (&.)tpiy (&.) 

ml;il itj;jpUg; ml;il itj;jpUg; ml;il itj;jpUg; ml;il itj;jpUg; 
NghUf;fhd NghUf;fhd NghUf;fhd NghUf;fhd 5% 

fopTfopTfopTfopT 

fw;gid 1984 Gf; tz; ypkpl;. 9780141182957 21.05.2015 5 800.00 ,y;iy 

gazk; 
N[u;kdpia 

fz;Lgpbj;jy; 
Gf; Nyd;l; ypkpl;. 9781741799996 16.02.2015 1 500.00 ,y;iy 

tuyhW  
,uz;lhk; 

cyfg;Nghu; 

nuhf;nfw; Gf;]; 

ypkpl;. 
9780316023757 11.10.2015 3 1,000.00 Mk; 

Foe;ij 

fSf;fhd 

fhw;whbkuf; 

fhw;W 
Gf; tz; ypkpl;. 9780670899142 22.07.2015 4 550.00 ,y;iy 

Rfhjhuk; czT tpjpfs; Gf; Nyd;l; ypkpl;. 9780393081084 11.01.2015 6 1,200.00 Mk; 

Foe;ij 

fSf;fhd 
Gijay; jPT Gf; Nyd;l; ypkpl;. 9780749812140 09.09.2015 4 650.00 ,y;iy 

gazk; 
ag;ghidf; 

fz;Lgpbj;jy; 
Gf; Nyd;l; ypkpl;. 9781742200989 01.01.2015 6 500.00 ,y;iy 

tuyhW  cyfg; Nghu; 1 
nuhf;nfw; Gf;]; 

ypkpl;. 
9780375700453 01.03.2015 2 1,000.00 Mk; 

 

NkNy jug;gl;l juTfis khj;jpuk; fUj;jpw;nfhz;L> gpd;tUk; tpdhf;fSf;F tpil vOJf : 

(a) gpujhd Gykhff; fUj;jpnyLf;f kpfTk; nghUj;jkhd Gyj;jpid NkYs;s Gyq;fspypUe;J 

njupT nra;J Fwpg;gpLf.Fwpg;gpLf.Fwpg;gpLf.Fwpg;gpLf.   (02 Gs;spfs;) 

(b) gpd;tUk; Gyq;fs; xt;nthd;wpw;Fk; kpfg; nghUj;jkhd juT tiffis    milahsq; fhz;f milahsq; fhz;f milahsq; fhz;f milahsq; fhz;f :  

 Gyj;jpd; ngau;Gyj;jpd; ngau;Gyj;jpd; ngau;Gyj;jpd; ngau; 
juT tifjuT tifjuT tifjuT tif    
(data type) 

Gj;jf tif  

Gj;jfj;jpd; ngau;  

ntspaPl;lhsu; / tpepNahfj;ju;  

ISBN FwpaPL   

ntspaPl;Lj; jpfjp   

ifapUg;G  

tpw;gid tpiy  

ml;il itj;jpUg;NghUf;fhd 5% fopT  

  (08 Gs;spfs;)  

(c) %d;W (03) ntspaPl;lhsu;fs; / tpepNahfj;ju;fs; khj;jpuNk cs;sdu; vdf; fUjp> juT 

cs;sPl;Lr; nrad;Kiwapid kpfTk; tpidj;jpwdhd Kiwapy; nra;tjw;fhf ml;ltizf; 

fl;likg;Gf;Fr; (table structure) nra;af;$ba VjhtJ khw;wq;fis tpgupf;Fftpgupf;Fftpgupf;Fftpgupf;Ff.    (02 Gs;spfs;) 

(d) Topbooks ,d; Kfhikf;F ,Ug;gpYs;s Gj;jfq;fs; gw;wpa khjhe;j mwpf;if Njitg;gL 

fpwJ. ikf;Nuhnrhg;w; mf;]]; gad;gLj;jg;gLtjhff; fUjp> mwpf;ifapidj; jahupg;gJld; 

njhlu;Ggl;l eilKiwapid tpgupf;Fftpgupf;Fftpgupf;Fftpgupf;Ff.   (03 Gs;spfs;) 

 (nkhj;jk; 15 Gs;spfs;) 

tpdhtpdhtpdhtpdh  02 



7 | P a g e  

 

                                              
 

Gfo;ngw;w fk;gdp xd;wpd; tUlhe;j mwpf;ifapid mspf;if nra;tjw;fhf> xU khztd; 

mspf;if (Presentation) xd;wpidj; jahupj;jpUe;jhd;. ,e;j mspf;ifapypUe;J fPNo 1 – 6 

tiu ,yf;fkplg;gl;l gl tpy;iyfs; gpupj;njLf;fg;gl;Ls;sd.   

Annual Report 2015

Hypothesis International

1

Products and Services

Food and Beverages

Chemical

Healthcare

Distribution

Logistics

2

 
 

Quarterly Revenue: 2015

Category Q1 (Rs. Bn) Q2 (Rs. Bn) Q3 (Rs. Bn) Q4 (Rs. Bn)

Food and Beverages 510 600 620 700

Chemical 400 425 500 550

Healthcare 300 200 100 300

Distribution 150 170 200 230

Logistics 800 820 850 920

Total 2160 2215 2270 2700

3

Quarterly Revenue: 2015
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4

 
 

Profit and Loss
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5

• Aviation Sector (2016)

• Retail Sector (2017)

6

 
 

gtu;nghapd;l; 2013 my;yJ gtu;nghapd;l; 2010 Ig; gad;gLj;jp ,e;j MW (06) gl tpy;iyfisAk; 

ePq;fs; kPs cUthf;f Ntz;Lnkdf; fUjpf;nfhs;f.  
 

(a) njhlf;fk; (g) tiu milahsk; fhzg;gl;l xt;nthU gzpiaAk; epiwT nra;tjw;F ePq;fs; 

gad;gLj;j Ntz;ba mk;rq;fis tpgupf;Fftpgupf;Fftpgupf;Fftpgupf;Ff. ,e;jg; gzpf;fhf ePq;fs; gad;gLj;Jk; fzpdpapd; 

td;jl;by;> fPNo fhl;lg;gl;l  cUtg;glf; Nfhg;G (el;rj;jpuf; FwpaPL) Nrkpf;fg;gl;Ls;sJ vdTk; 

ePq;fs; fUjpf; nfhs;syhk;.   

 

(vOj;JUtpd; gUkd;> epwk; my;yJ vOj;J Kfg;G khw;wq;fisf; Fwpg;gplj; Njitapy;iy) 

tpdhtpdhtpdhtpdh  03 
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(a) gltpy;iy 1 ,y; fhl;rpg;gLj;jg;gl;l el;rj;jpuf; FwpaPl;ilr; Nru;g;gjw;F  (02 Gs;spfs;) 

(b) mspf;if (Presentation) xd;W eilngw;Wf; nfhz;bUf;ifapy;> mspf;if nra;gtu; gl 

tpy;iy 1 ,y; cs;s el;rj;jpuf; FwpaPL kPJ nrhLf;Fk;NghJ mspf;ifahdJ Neubahf gl 

tpy;iy 6 ,w;Fr; nry;tij cWjpg;gLj;Jtjw;F      (03 Gs;spfs;) 

(c) gl tpy;iy 2 ,Ys;s gjpTfs; (entries) xt;nthd;wpw;Fk; jd;dpaf;fkhf Njhd;Wk; tifapy; 

el;rj;jpuf; FwpaPLfisr; Nru;g;gjw;F  (02 Gs;spfs;) 

(d) gl tpy;iy 3 ,y; cs;sijg; Nghd;W tUkhdj; jfty;fisr; Nru;g;gjw;F (Fwpg;G : rk;ge; 

jg;gl;l juTfs; ikf;Nuhnrhg;w; vf;nry; Ntiyg;Gj;jfj;jpy; fpilf;ff;$bajhf ,Uf;fpwJ 

vd ePq;fs; fUjpf; nfhs;syhk;).  (02 Gs;spfs;) 

(e) gl tpy;iy 4 ,y; cs;sijg; Nghd;W xU tpsf;fg;glj;ijf; fhl;rpg;gLj;Jtjw;F (Fwpg;G : 

rk;ge;jg;gl;l juTfs; NkNy (d) ,y; gad;gLj;jg;gl;l mNj ikf;Nuhnrhg;w; vf;nry; 

Ntiyg;Gj;jfj;jpy; fpilf;ff;$bajhf ,Uf;fpwJ vd ePq;fs; fUjpf; nfhs;syhk;)  

 (02 Gs;spfs;) 

(f) gl tpy;iy 5 ,y; cs;sijg; Nghd;W xU tpsf;fg;glj;ijf; fhl;rpg;gLj;Jtjw;F. (Fwpg;G : 

rk;ge;jg;gl;l juTfs; ikf;Nuhnrhg;w; vf;nry; Ntiyg;Gj;jfj;jpy; fpilf;ff;$bajhf ,Uf;fpwJ 

vd ePq;fs; fUjpf; nfhs;syhk;)   (02 Gs;spfs;) 

(g) gl tpy;iy 6 ,y; fhl;rpg;gLj;jg;gl;lijg; Nghd;w jiyg;G vOj;Jf;fisf; (title text) fhl;rpg; 

gLj;Jtjw;F   (02 Gs;spfs;) 

(nkhj;jk; 15 Gs;spfs;) 

                                
rhuh tpepNahfj;ju;fs; rhuh tpepNahfj;ju;fs; rhuh tpepNahfj;ju;fs; rhuh tpepNahfj;ju;fs; (Sarah Distributors) mtu;fsJ t#ypf;f Ntz;ba tpiyg;gl;bay;fisg; 

(invoices) gjptjw;fhf ikf;Nuhnrhg;w; vf;nry; Ig; gad;gLj;Jfpd;wdu;. fPOs;s Ntiyj;jhs; 

mtu;fsJ gjpTfspy; rpytw;iwf; nfhz;Ls;sJ :  

 A B C D E F G  H I J K L  

1                                                  

2 rhuh tpepNahfj;ju;fs;rhuh tpepNahfj;ju;fs;rhuh tpepNahfj;ju;fs;rhuh tpepNahfj;ju;fs;.     

3                                                     

4  jpfjp 12-Nk-2016           

5                                              tpw;gidg;gl;bay; tpguk;tpw;gidg;gl;bay; tpguk;tpw;gidg;gl;bay; tpguk;tpw;gidg;gl;bay; tpguk;     
tUkjpf; fzf;Ffs; tUkjpf; fzf;Ffs; tUkjpf; fzf;Ffs; tUkjpf; fzf;Ffs; ----    fhyg; fhyg; fhyg; fhyg; 

gFg;gha;TgFg;gha;TgFg;gha;TgFg;gha;T    
 

6     
gl;bay; gl;bay; gl;bay; gl;bay; 
,yf;fk;,yf;fk;,yf;fk;,yf;fk;    gl;bay; jpfjpgl;bay; jpfjpgl;bay; jpfjpgl;bay; jpfjp    tUkjpj; jpfjptUkjpj; jpfjptUkjpj; jpfjptUkjpj; jpfjp    

tUkjpf; fzf;FtUkjpf; fzf;FtUkjpf; fzf;FtUkjpf; fzf;F 

(&gh&gh&gh&gh) 
epiyepiyepiyepiy    

kpif kpif kpif kpif 
epYit epYit epYit epYit 
ehl;fs;ehl;fs;ehl;fs;ehl;fs;    

 
1-30 
ehl;fs;ehl;fs;ehl;fs;ehl;fs; 

31-60 
ehl;fs;ehl;fs;ehl;fs;ehl;fs; 

61-90 
ehl;fs;ehl;fs;ehl;fs;ehl;fs; 

> 90 
ehl;fs;ehl;fs;ehl;fs;ehl;fs; 

    

7  A10001 10-[dtup-2016 1-Nk-2016 45,000.00 tUkjp 11  45,000.00     

8  A20003 19-[dtup -2016 2-Vg;uy;-2016 60,000.00 tUkjp 40   60,000.00    

9  A20006 2- ngg;ut -2016 4- Vg;uy;-2016 15,000.00 tUkjp 98     15,000.00  

10  A50007 2-Nk -2016 14-Nk-2016 15,000.00 elg;G        

11  A20011 13-ngg;ut -2016 4-khh;r;-2016 25,000.00 tUkjp 69    25,000.00   

12  A20012 24-ngg;ut -2016 5-ngg;ut-2016 45,000.00         

13  A30005 5-khh;r;-2016 6- Vg;uy; -2016 10,000.00         

14  A30006 16- khh;r; -2016 7- Vg;uy; -2016 78,000.00         

15  A30007 27- khh;r; -2016 8-khh;r;-2016 30,000.00         
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gpd;tUk; gzpfis epiwT nra;tjw;fhd #j;jpuq;fs; / njhopw;ghLfis    milahsk; fhz;f. milahsk; fhz;f. milahsk; fhz;f. milahsk; fhz;f. 

tpdh    (b), (c), (d) Mfpatw;Wf;fhd #j;jpuq;fs; / njhopw;ghLfSf;F> nghUj;jkhd rpw;wiwf; (cell) 

Fwpg;Gfisg; gad;gLj;j Ntz;bAs;sJ. ,jw;fhf fhl;rpg;gLj;jg;gl;l khjpupg; ngWkhdq;fisg; 

ngWtjw;F NkNy jug;gl;l tupirfisg; gpujp nra;a KbAk;.   

(a) Ntiyj;jhspidj; jpwf;Fk; Nghnjy;yhk; elg;G Kiwikj; jpfjpiaf; fhl;rpg;gLj;Jtjw;F> 

rpw;wiw C4 ,w;fhd #j;jpuk; / njhopw;ghl;il milahsk; fhz;f.  (02 Gs;spfs;) 

(b) nrYj;j Ntz;ba jpfjp (Due Date) fUj;jpnyLf;fg;gLk; jpfjpf;F Kd;dhy; ,Uf;Fkhapd; 

“Due” vd;w nrhy;iyf; fhl;rpg;gLj;Jtjw;F my;yJ nrYj;j Ntz;ba jpfjpia> 

fUj;jpnyLf;fg;gLk; jpfjpAld; xg;gpLk;NghJ mJ xU vjpu;fhyj; jpfjpahf ,Uf;Fkhapd; 

“Current” vd;w nrhy;iyf; fhl;rpg;gLj;Jtjw;F rpw;wiw F12 ,w;fhd #j;jpuk; / 

njhopw;ghl;il milahsk; fhz;f.  (03 Gs;spfs;)  

(c) nrYj;j Ntz;ba jpfjp kw;Wk; fUj;jpnyLf;fg;gLk; jpfjp Mfpatw;iwg; gad;gLj;jpf; 

fzpf;fg;gl;l nrYj;j Ntz;ba ehl;fSf;fhd (Due Days) vz;Kiwg; ngWkhdnkhd;iw 

(nrYj;j Ntz;ba ehl;fspd; vz;zpf;if) fhl;rpg;gLj;Jtjw;F> rpw;wiw G12 ,w;fhd 

#j;jpuk; / njhopw;ghl;il milahsk; fhz;f.   (02 Gs;spfs;) 

(d) ngwj;jf;f fhyg; gFg;gha;Tf; fzf;Ffspd; (Accounts Receivable age analysis) cupa epuypy; 

cs;s me;je;jg; ngwj;jf;f njhiffisf; fhl;rpg;gLj;Jtjw;F> rpw;wiwfs; I12, J12, K12, 

L12 ,w;fhd #j;jpuk; / njhopw;ghl;il milahsk; fhz;f. (Fwpg;G : ePq;fs; ehd;F 

#j;jpuq;fis vOj Ntz;Lk; vd;gjhy; NtWgl;l tupirfisg; gpujpnra;Ak; NghJ> 

mjDld; njhlu;Gila khjpupg; ngWkhdq;fisg; ngw KbAk;).  (08 Gs;spfs;) 

 (nkhj;jk; 15 Gs;spfs;) 

 

 

(a) (i) ,izar; Nrit toq;Feu; xUtUld; tjptplj;jpYs;s fzpdp xd;wpid ,izg;gjw;Fg; 

gad;gLj;jf;$ba ,izg;Gj; njhopDl;gq;fs; (connectivity technologies) %d;wpidg; 

(03) gl;baypLfgl;baypLfgl;baypLfgl;baypLf.   (03 Gs;spfs;) 

(ii) njupTnra;ag;gl;l njhopDl;gq;fspy; VjhtJ ,uz;bw;fpilapyhd NtWghLfs; 

f,uz;bidf; (02) $Wf.$Wf.$Wf.$Wf.  (04 Gs;spfs;) 

(b) ,iza tq;fpr; Nritiag; (internet banking) gad;gLj;jp elj;jg;glf;$ba ntt;NtW 

tq;fpapay; eltbf;iffs; ehd;fpidf; (04) Fwpg;gpLfFwpg;gpLfFwpg;gpLfFwpg;gpLf.        (04 Gs;spfs;) 

 

(c) Kd;dzp tu;j;jf tq;fp xd;wpy; Ngzg;gLfpd;w cq;fsJ Nrkpg;Gf; fzf;fpw;F ,iza 

tq;fpr; Nrit trjpfisg; ngw;Wf;nfhs;tjw;F ePq;fs; Mu;tkhf cs;sPu;fs;. ,Jgw;wp ckJ 

ez;gu; xUtu;> vtuhtJ ckJ gadu; ngaiuAk; (Username) flTr;nrhy;iyAk; (Password) 

jpUl;Lj;jdkhf vLj;jpUg;gpd; mtu;fshy; ckJ rfy gzj;ijAk; kPnsLg;gjw;F KbAk; 

vd;gjhy; ,J ghJfhg;ghdjhf ,Uf;fhJ vdf; $Wfpwhu;.  

ePq;fs; ckJ ez;gupd; $w;Wld; ,zq;ftpy;iy vdf; fUjp> 

tq;fpfs; mtu;fsJ ,izatop tq;fpapay; (,iza tq;fpr; Nrit) Kiwikfspy; 

thbf;ifahsu;fSf;fhd ghJfhg;gpid Nkk;gLj;Jtjw;F gad;gLj;Jfpd;w nghwpKiwfs; 

ehd;fpidf; (04) Fwpg;gpLf.Fwpg;gpLf.Fwpg;gpLf.Fwpg;gpLf.  (04 Gs;spfs;) 
  (nkhj;jk; 15 Gs;spfs;) 
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ijf;fg;gl;l Milfis Vw;Wkjp nra;fpd;w tiuaWf;fg;gl;l tiuaWf;fg;gl;l tiuaWf;fg;gl;l tiuaWf;fg;gl;l ntNyh FNshj;jpq;ntNyh FNshj;jpq;ntNyh FNshj;jpq;ntNyh FNshj;jpq; fk;gdpapd; 

jfty; njhopDl;g epiwNtw;W mjpfhup ePq;fs; vdf; fUJf. cq;fsplk; fk;gdpahy; 

Kd;ndLf;fg;gl;l gh~d; N~h epfo;r;rp xd;wpd; fhnzhspiaf; (tPbNah) nfhz;l DVD xd;W 

cs;sJ. ag;ghdpYs;s ckJ Kfhikj;Jtg; gzpg;ghsu; cq;fSf;F miog;ig Vw;gLj;jp me;jf; 

fhnzhspapid kpd;dQ;ry; topahf mDg;GkhW Nfl;Ls;shu;. thbf;ifahsu; xUtUf;Ff; 

fhl;Ltjw;fhf me;jf; fhnzhsp mtUf;Fj; Njitahf cs;sJ. me;jf; fhnzhspapd; 

nfhs;ssT 200 MB MFk;. ,yq;ifapy; cs;s fk;gdpAk; ag;ghdpYs;s ckJ Kfhikj;Jtg; 

gzpg;ghsUk; GNuhl;Ntz;l; (broadband) ,iza ,izg;gpidf; nfhz;Ls;sdu; vdf; fUJf.       

 

(a) kpd;dQ;riyg; gad;gLj;jp ,e;jf; Nfhg;gpid mDg;Gtjw;fhd rhj;jpaf;$W cs;sJ vd 
ckJ ez;gu; xUtu; $Wfpwhu;.   

(i) ,e;jf; $w;Wld; ePu; ,zq;FfpwPuh> ,y;iyah vd;gijf; $Wf.$Wf.$Wf.$Wf.   (01 Gs;sp) 

(ii) ckJ tpilf;fhd fhuzj;ij tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.  (02 Gs;spfs;) 

 

(b) fhnzhspia thbf;ifahsUf;Ff; fhz;gpg;gjw;F (kpd;dQ;riyg; gad;gLj;jhJ) ePq;fs; 

gad;gLj;jf;$ba NtW ,uz;L (02) Kiwfisf; Fwpg;gpLf.Fwpg;gpLf.Fwpg;gpLf.Fwpg;gpLf.   (04 Gs;spfs;) 

 

(c) ePq;fs; cq;fsJ Kfhikj;Jtg; gzpg;ghsupd; kpd;dQ;ry; Kftupapid kwe;Jtpl;ljhf 
fUJf. vt;thwhapDk;> cq;fs; kpd;dQ;ry; toq;Feupd; ,iza mQ;ry; Nritapidg; 
gad;gLj;jp ePq;fs; mtUf;F Vw;fdNt mDg;gpa xU kpd;dQ;riy nfhz;L mjid kPsg; 
ngw;Ws;sPu;fs;. Kfhikj;Jtg; gzpg;ghsupd; kpd;dQ;ry; Kftupapid kPsg;ngWtJld; 
rk;ge;jg;gl;l gbepiyfis tpgupf;Fftpgupf;Fftpgupf;Fftpgupf;Ff.      

(cq;fshy; vLf;fg;gl;l vLNfhs;fs; VjhtJ ,Ug;gpd; mtw;iwf; $wTk;)  (04 Gs;spfs;) 

 

(d) (i) xU kpd;dQ;ry;topf; ifnahg;gj;jpd; (email signature) %ykhd gzpapd; Nehf;fj;ij 
$Wf.$Wf.$Wf.$Wf.   (01 Gs;sp) 

(ii) xU kpd;dQ;ry;topf; ifnahg;gj;jpy; cs;slf;fg;gl;Ls;s juT tiffs; %d;wpidg; 

(03) gl;baypLfgl;baypLfgl;baypLfgl;baypLf.   (03 Gs;spfs;) 

  (nkhj;jk; 15 Gs;spfs;) 

 

 

 

 

ikf;Nuhnrhg;w; Ntl; ,Ys;s gpd;tUk; mk;rq;fs; xt;nthd;wpdhYk; Mw;wg;gLk; njhopw;ghLfis 

tpgupf;Fftpgupf;Fftpgupf;Fftpgupf;Ff : 

(a) jd;dpaf;f ciu (AutoText)  

(b) jd;dpaf;fj; jpUj;jk; (AutoCorrect) 

(c) rkd;ghl;Lj; njhFg;gp (Equation Editor) 

(d) jpwd;fiy (SmartArt) 

(e) tof;fkhd ghzpfs; (Custom Styles)   

(xt;nthd;Wf;Fk; 03 Gs;spfs; tPjk;> nkhj;jk; 15 Gs;spfs;) 
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