
KOg; gjpg;GupikAilaJ  

 

,yq,yq,yq,yq;if fzf;fPl;L njhopy;El;gtpayhsu;;if fzf;fPl;L njhopy;El;gtpayhsu;;if fzf;fPl;L njhopy;El;gtpayhsu;;if fzf;fPl;L njhopy;El;gtpayhsu;    fofk;fofk;fofk;fofk;  

  jpwikjpwikjpwikjpwik (jpwd;fs;jpwd;fs;jpwd;fs;jpwd;fs;) fg;];Nuhd;fg;];Nuhd;fg;];Nuhd;fg;];Nuhd; - 2017 rdtuprdtuprdtuprdtup 

(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  ikf;Nuhnrhg;w; xg;gp]; (MS-Office) vd;gJ ed;F mwpag;gl;lJk; gutyhfg; gad;gLj;jg; 

gLtJkhd mYtyf cw;gj;jpj;jpwd; nkd;nghUs; njhFg;ghFk;. ,k;nkd;nghUs; 

njhFg;gpd; kpfg; gpe;jpa gjpg;G vt;thW miof;fg;gLfpwJ? 

(1)  MS Office 8  (2)  MS Office 10  

 (3)  MS Office 2016  (4)  MS Office 2017  

 

 

 

 

 

tpdhtpdhtpdhtpdh  01 

gf;fq;fs;   :  08 

tpdhf;fs;   :  07  

2017-01-28 
gpw;gfy;  

[1.45 – 5.00]  
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30%

50%

20%

1.2  fPNo jug;gl;Ls;s tpsf;fg;glj;jpd; ngau; ahJ? 

 

 

 

 

 

(1)  Rw;W tpsf;fg;glk; (Circle Chart)  (2)  Fkpo; tpsf;fg;glk; (Bubble Chart)  

 (3)  tl;l tpsf;fg;glk; (Pie Chart)  (4)  Gs;sp tpsf;fg;glk; (Dot Chart)  

  

1.3  fPOs;s nkd;nghUs; tiffSs;> what-if gFg;gha;T> juTj; jFjpghu;g;G (Data Validation), 

juT tbfl;b (Data Filter) Mfpa mk;rq;fis cs;slf;fpAs;s nkd;nghUs; vJ?  

(1)  Nkirg; gjpg;G tiufiy nkd;nghUs; (Desktop Graphics Software)   

(2)  tpupjhs; nkd;nghUs; (Spreadsheet Software)  

 (3)  nrhy; nrayhf;f nkd;nghUs; (Word Processing Software)   

 (4)  Kd;itg;G nkd;nghUs; (Presentation Software)  

1.4  ikf;Nuhnrhg;w; mf;]]; Ig; gad;gLj;Jk;NghJ jw;NghJ cs;splg;gl;L njupTnra;ag;gl;l 

ciug;gFjp xd;wpypUe;J VjhtJ juit (data) ,ilepiyg; gyifapDs; (clipboard) 

efu;j;Jtjw;F gpd;tUtdtw;Ws; vf;fl;lisiag; gad;gLj;j KbAk;?   

(1)  CTRL + A (2)  CTRL + C (3)  CTRL + V (4)  CTRL + X
  

1.5  gpd;tUtdtw;Ws; nkd;nghUSf;fhf toq;fg;gl;l Kbtpy;yh cupkq;fspd; (perpetual 

licenses) xU rpwg;gpay;ghf (feature) ,Ug;gJ vJ?    

(1)  Fj;jiff; fhyk; epiwtile;jJk; mJ GJg;gpf;fg;gly; `Ntz;Lk;.  

(2)  tiuaiwaw;w nkd;nghUs; ghtidia mDkjpf;fpwJ.  

 (3)  nkd;nghUis xU gadu; khj;jpuk; gad;gLj;Jtjw;F mDkjpf;fpwJ.   

 (4)  ,ytrkhf tpepNahfk; nra;ag;gl mDkjpf;fpwJ.   

1.6  epWtdk; xd;wpw;Fk; mjd; njhiyj;njhlu;G Nrit toq;FeUf;Fkpilapyhd Mtzg;gLj; 

jg;gl;l Xu; cld;gbf;ifahdJ 99.99% (Mz;L xd;Wf;F 5¼ epkplq;fs; nraypog;Gf; fhyk;) 

tiyaikg;Gf; fpilg;gdTf;F cWjpaspf;fpwJ. ,t;Tld;gbf;ifia vt;thwhd xU 

cld;gbf;ifahff; fUjKbAk;?  

(1)  Nrit kl;l cld;gbf;if (Service Level Agreement)   

(2)  ,Wjpg; gadu; cupk(k;) cld;gbf;if (End User License Agreement) 

(3)  tUlhe;jg; guhkupg;G xg;ge;jk; (Annual Maintenance Contract)  

(4)  njhopyhsu; cld;gbf;if (Labour Agreement)    
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1.7  gpd;tUtdtw;Ws; jfty; Kiwikfspy; gad;gLj;jf;$ba jLg;Gj; njhopDl;gf; fl;Lg;gLj;jp 

(preventive technical control) xd;whf fUjg;glf;$baJ vJ?   

 (1)  jzpf;ifr; Nrhjidfs; (Audit Trails) (2)  juT kiwahf;fk; (Data Encryption) 

  (3)  fhg;G jpwd;  (Backup power) (4)  jPf; fz;Lgpbg;gp (Fire detector) 

 

 

1.8  Kd;fzpg;G ,yj;jpudpay; tpahghuj; njhFg;G (Oracle E-Business Suite)  vd;gJ gpd;tUtd 

tw;Ws; vjw;fhd Xu; cjhuzkhFk;? 

(1)  tpupjhs; nkd;nghUs; (Spreadsheet Software)   

(2)  nraw;wpl;l Kfhikj;Jt nkd;nghUs; (Project Management Software)  

(3)  epWtd tsj; jpl;lkply; nkd;nghUs; (Enterprise Resource Planning (ERP) software)  

(4)  Kd;itg;G nkd;nghUs; (Presentation Software)
 
  

1.9  gpd;tUtdtw;Ws; nry;Ygbahd Xu; kpd;dQ;ry; Kftup vJ?  

(1)  studentATaatslDOTlk (2)  @student.aatsl.lk 

 (3)  student@aatsl.lk (4)  student.aatsl@lk 

1.10  fPNo fhl;lg;gl;Ls;s ikf;Nuhnrhg;w; gtu; nghapd;w; gl tpy;iyahdJ (slides) %d;W 

cUg;gbfisf; nfhz;l gl;bay; xd;iwf; nfhz;Ls;sJ. ,j;jifa gl;baiy ,dq; 

fhz;gjw;F gad;gLj;jg;gLk; ngau; vd;d? 

(1)  ,yf;fkplg;gl;l gl;bay; (Numbered List) 

(2)  nghl;L ,lg;gl;l gl;bay; (Bulleted List) 

 (3)  Gs;spg; gl;bay; (Dot List) 

 (4)  fzf;fPl;Lg; gl;bay; (Accounting List)   

    

,y. 1.11 njhlf;fk; 1.15 tiuahd tpdhf;fspYs;s ntw;wplq;fis epug;Gtjw;F milg;Gf;Fwpf;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;fj;Jld; ckJ tpilg; Gj;jfj;jpy; vOJf: 

1.11  rpf;fdkhd Kiwapy; mjpfsthd thbf;ifahsu;fisr; nrd;wiltjw;F re;ijg;gLj;Jeu; 

fshy; kpd;dQ;ry; gad;gLj;jg;gLfpd;wJ. ngUk;ghyhd kpd;dQ;ry; nkd;nghUl;fspYk; 

,iza mbg;gilapyhd kpd;dQ;ry;fspYk; mj;jifa mQ;ry;fis cldbahfNt 

mopj;JtpLtjw;fhd ………… (tpjpfis [Rules] / nray;$Wfis [Functions]) mikj;Jf; 

nfhs;tjw;fhd rhj;jpaf;$Wfs; fhzg;gLfpd;wd.    

AAT Examination 

Competency Levels 

• AA1  :  Accounting Assistant 

• AA2  :  Accounting Analyst 

• AA3  :  Accounting Associate 
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1.12  VOIP vd;gJ gpupepiy jfty; ngl;bfspy; (discrete packets) b[ply; tbtpy; fhzg;gLfpd;w 

………… (epfo;gl [Video] / Fuy;top [Voice]) jfty;fspd; toq;fiy (delivery) Kfhik 

nra;tjw;Fg; gad;gLj;jg;gLk; xU newpKiw (protocol) MFk;.    

1.13  cq;fsJ FWfpa my;yJ tbfl;b tud;Kiwapy; (sort or filter criteria) Nrkpf;fg;gl;l 

gjpg;gpid tpl> juTj;js ………… (mwpf;if [Report] / tpdty; [Query]) NtnwJTk; ,y;iy.  

  

1.14  [pDnkupf; (Gnumeric) vd;gJ GNOME ,ytr nkd;nghUs; Nkirg;gjpg;Gr; nraw;wpl;lj;jpd; 

………… (tpupjhs; [Spreadsheet] / juTj;js [Database]) $whFk;.    

1.15  ikf;Nuhnrhg;w; Ntl; Mtzk; xd;wpy; gjpf;fg;gl;l cU xd;wpd; Njitaw;w gFjpfis 

ntl;br; rupg;gLj;j Ntz;ba Njit Vw;gLk;NghJ> ehq;fs; ………… (fj;jupj;jy; [Crop] / 

jpwd;fiy [Smart Art]) fUtpiag; gad;gLj;j KbAk;.    

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  ikf;Nuhnrhg;w; Ntl; ,y; ml;ltiznahd;wpYs;s epuy; xd;Wf;Fj; juT xd;iwr; 

Nru;g;gjw;F vq;fshy; #j;jpuk; xd;wpidg; gad;gLj;j KbAk;.  

1.17  kpd;dQ;ry; kiwahf;fj;jpw;F (email encryption), kpd;dQ;ry; xd;iw thrpf;f Kbahj 

tbtnkhd;wpw;F khw;Wtjw;fhf xU rhtp (key) Njitg;gLfpwJ.     

1.18  HTML vd;gJ ,izaj;jpD}lhf tpepNahfpf;fg;gl;lJk; kPAiuj; njhLg;Gfs; %yk; 

xd;Wlndhd;W njhLf;fg;gl;lJkhd Mtzq;fs; kw;Wk; Nritfspd; xU njhFg;G MFk;. 

1.19  epfo;epiyapy; (xd;iydpy;) Kd;itg;G xd;wpd; ifg;gpujpfis (presentation handouts) 

mDg;Gk;NghJ vkJ gtu; nghapd;l; Kd;itg;gpid XLS Nfhg;G xd;whf vk;khy; khw;wpf; 

nfhs;s KbAk;.  

1.20  ikf;Nuhnrhg;w; Ntl; Mtznkhd;iw Nrkpj;j (Save) gpd;du;> ALT rhtpiaAk; F4 rhtpiaAk; 

(ALT + F4) xUkpj;J mOj;JNthkhapd; ikf;Nuhnrhg;w; Ntl; jpiu %lg;gLk;.       

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

 

 
 

    

    
 

gFjp A KbT 
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gFjpgFjpgFjpgFjp B 
 

VjhtJ ehd;F (04) tpdhf;fSf;F khj;jpuk; tpil vOJf. 

(nkhj;jk; 60 Gs;spfs;) 

                                              

Jaya-Jaya vd;gJ njhopy;rhu; fzf;fPl;Lg; guPl;irfSf;F cjTKfkhf tFg;Gfis elj;Jtjw; 

nfdg; Gjpjhf epWtg;gl;l xU fy;tp epWtfk; MFk;. ,e;epWtfk; khztu; gl;baiy xU 

fzpdpj; juTj;jsj;jpy; fsQ;rpag;gLj;jp itg;gjw;Fj; jpl;lkpLfpwJ. epWtdj;jpYs;s khztu; 

gjpTfspypUe;J gpupj;njLf;fg;gl;l tpguq;fs; fPNo fhl;lg;gl;Ls;sd : 

guPl;ir guPl;ir guPl;ir guPl;ir 
kl;lk;kl;lk;kl;lk;kl;lk; 

FLk;gg; FLk;gg; FLk;gg; FLk;gg; 
ngau;ngau;ngau;ngau; 

Kjy; Kjy; Kjy; Kjy; 
ngau;ngau;ngau;ngau; 

Nj.m.m. ,y.Nj.m.m. ,y.Nj.m.m. ,y.Nj.m.m. ,y. gpwe;j jpfjpgpwe;j jpfjpgpwe;j jpfjpgpwe;j jpfjp 

gjpT gjpT gjpT gjpT 
nra;ag;gl;l nra;ag;gl;l nra;ag;gl;l nra;ag;gl;l 
ghlq;fsghlq;fsghlq;fsghlq;fspd;pd;pd;pd;    
vz;zpf;ifvz;zpf;ifvz;zpf;ifvz;zpf;if 

Kw; Kw; Kw; Kw; 
nfhLg;gdT nfhLg;gdT nfhLg;gdT nfhLg;gdT 

(&.)(&.)(&.)(&.) 
10% fopTfopTfopTfopT 

kl;lk; 1 rpy;th fPjh 805400370V 1980.02.09 4 10,000.00 Y 

kl;lk; 2 Nrdhuj;d N[k;]; 750852400V 1975.03.25 1 5000.00 N 

kl;lk; 3 Nahfuh[d; rPjh 887510400V 1988.09.07 5 15,000.00 Y 

kl;lk; 1 uhrpf; g];yp 921810450V 1992.06.29 2 5500.00 N 

kl;lk; 3 MWKfk; ney;rd; 702371588V 1970.08.24 5 15,000.00 Y 

kl;lk; 1 ngNuuh tp[ah 831812566V 1983.06.29 3 6500.00 N 

kl;lk; 2 mu;Ndhy;l; nftpd; 833551789V 1983.12.20 2 5000.00 N 

kl;lk; 2 my;tp]; [fj; 861401235V 1986.05.19 4 10,000.00 Y 
 

Fwpg;Gfs; Fwpg;Gfs; Fwpg;Gfs; Fwpg;Gfs; :  

• xU khztu; Mff;$baJ 16 ghlq;fSf;F gjpTnra;a KbAk;.   

• Mff;Fiwe;j Kw;gzf; nfhLg;gdT &. 5,000.00 MFk;. 

NkYs;s juTfs; khj;jpuNk fpilf;fg;ngw;Ws;sd vdf; fUjp> gpd;tUk; tpdhf;fSf;F tpilaspf;Ff. 
 

(a) (i) NkYs;s Gyq;fspypUe;J gpujhd Gykhff; (key field) fUj;jpnyLg;gjw;F kpfg; 

nghUj;jkhd Gyj;ijj; njupTnra;f.njupTnra;f.njupTnra;f.njupTnra;f.                                                                                                                         (02 Gs;spfs;) 

 (ii) NkNy (i) ,y; ckJ njupTf;fhd  fhuzj;ij    tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.                                                             (02 Gs;spfs;)    

(b) fPNoAs;s xt;nthU Gyj;jpw;Fk; kpfg; nghUj;jkhd juT tiffis (data types) 

milahsq; fhz;f.milahsq; fhz;f.milahsq; fhz;f.milahsq; fhz;f. epwe;jPl;lg;gl;Ls;s ngl;bapDs; juT tifia vOjj; Njitapy;iy : 

Gyj;jpd; ngau;Gyj;jpd; ngau;Gyj;jpd; ngau;Gyj;jpd; ngau; juT tifjuT tifjuT tifjuT tif 

guPl;ir kl;lk;  

FLk;gg; ngau;  

Kjw; ngau;  

Nj.m.m.,y.  

gpwe;j jpfjp  

gjpTnra;ag;gl;l ghlq;fs;  

Kw;nfhLg;gdT  

10% fopT  

 (07 Gs;spfs;) 

tpdhtpdhtpdhtpdh  02 
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(c) juT cs;sPl;Lr; nrad;Kiwia NkYk; tpidj;jpwdhf;Ftjw;F ml;ltizf; fl;likg;Gf;Fr; 

nra;af;$ba VjhtJ khw;wj;jpid tpgupf;Ff. tpgupf;Ff. tpgupf;Ff. tpgupf;Ff. (%d;W guPl;ir kl;lq;fs; khj;jpuNk 

cs;snjdf; fUJf. (04 Gs;spfs;) 

(nkhj;jk; 15 Gs;spfs;) 

 

                                              
 

fk;gdpnahd;wpd; Copau; xUtu; fk;gdpapd; Ratpguj;ij Kd;itg;gjw;fhf FWfpa Kd;itg;G 

(presentation) xd;wpid cUthf;fpAs;shu;.   

fPNo 1 njhlf;fk; 6 tiu ,yf;fkplg;gl;Ls;s gl tpy;iyfs; (slides) me;j Kd;itg;gpypUe;J 

gpupj;njLf;fg;gl;litahFk;.   

Company Profile

Hypothesis International Group

About the Company

• Established in 1975

• 06 Companies under the group

– Construction

– Aviation

– Banking

– Tourism

– Manufacturing

– Logistics 

2Copyright 2016 Hypothesis International

 

Organizational Structure

Chairman

Board of Directors

CEO 
Construction

CEO Aviation CEO Banking
CEO Hotels 

Group
CEO Logistics

CEO 
Manufacturing

3Copyright 2016 Hypothesis International

Profitability

4Copyright 2016 Hypothesis International

Sector Q1 (Rs. Mn) Q2 (Rs. Mn) Q3 (Rs. Mn) Q4 (Rs. Mn)

Construction 51 60 62 70

Aviation 40 42 50 55

Banking 30 20 10 30

Tourism 15 17 20 23

Manufacturing 80 82 85 92

Logistics 10 10 10 15

Total 226 231 237 285

 

Profitability by Sector

25%

19%

9%
8%

35%

4%

Construction

Aviation

Banking

Tourism

Manufacturing

Logistics

5Copyright 2016 Hypothesis International

Medium term expansion Plans

• 2017 : Consumer Electronics

• 2018 :  Retail Garments

6Copyright 2016 Hypothesis International

 

tpdhtpdhtpdhtpdh  03 
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gtu;nghapd;l; 2013 my;yJ gtu;nghapd;l; 2010 ,idg; gad;gLj;jp NkYs;s MW gl tpy;iy 

fisAk; (slides) ePq;fs; kPs cUthf;f Ntz;Lnkdf; fUJf.   

,jd; nghUl;L> fPNo (a) njhlf;fk; (e) tiu Fwpg;gplg;gl;Ls;s gzpfis epiwNtw;Wtjw;F ePq;fs; 

gad;gLj;j Ntz;ba mk;rq;fis (features) tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.  

(vOj;JU msT> epwk;> vOj;JU mikg;G khw;wq;fs; Nghd;wtw;iwf; ePq;fs; Fwpg;gplj; 
Njitapy;iy) 

 

(a) xt;nthU gl tpy;iyapd; gpd;dzpapYk; fk;gdp ,yr;rpidapid (company 

logo) ,Lf.   

(Fwpg;G: cU 75% ntspj;njupaf;$ba (transparent) jd;ikAld; ,Uj;jy; 

Ntz;Lk;. mj;Jld; gupe;Jiuf;fg;gLfpd;w nghUj;jkhd nraw;ghl;bid MW tpy;iyfspy; 

xt;nthd;Wf;Fk; nra;aNtz;bajpy;iy.)  (03 Gs;spfs;) 

(b) ,y. 2 njhlf;fk; 6 tiuAs;s gl tpy;iyfSf;F “Copyright 2016 Hypothesis International” 

vd;w ciuapidr; Nru;f;Ff.  

(Fwpg;G: gupe;Jiuf;fg;gLfpd;w nghUj;jkhd nraw;ghl;bid Ie;J tpy;iyfspy; xt;nthd; 

Wf;Fk; nra;aNtz;bajpy;iy.)    (03 Gs;spfs;) 

(c) 3 Mk; ,yf;fg; gl tpy;iyf;F epWtdf; fl;likg;igr; (organizational structure) Nru;f;Ff.  

(Fwpg;G: ciug;ngl;bfisj; jdpj;jdpahf tiuahJ> nrayhw;Wtjw;fhd nraw;ghL 

gupe;Jiuf;fg;gLjy; Ntz;Lk;. xt;nthU ciuAk; vt;thW jdpj;jdpahfr; Nru;f;fg;gLfpwJ 

vd;gJ gw;wp ePq;fs; Fwpg;gplj; Njitapy;iy.)  (03 Gs;spfs;) 

  

(d) 4 Mk; ,yf;f gl tpy;iyapy; fhl;rpaspg;gJ Nghd;W ,yhgj;jpwd; (profitability) 

jfty;fisr; Nru;f;Ff. 
     

(Fwpg;G: njhlu;Gila juTfs; ikf;Nuhnrhg;w; vf;nry; Ntiyg;Gj;jfj;jpy; (MS Excel 

Workbook) cs;sd vd ePq;fs; fUjpf;nfhs;syhk;).  (03 Gs;spfs;) 

 

(e) 5 Mk; ,yf;f gl tpy;iyapy; fhl;rpg;gLj;jg;gl;lJ Nghd;W JiwuPjpahd ,yhgj;jd;ik 

tpsf;fg; glnkhd;iwf; fhl;rpg;gLj;jy;. mj;Jld; ePq;fs; vt;thW tPjhrhu Nygps;fisf; 

(percentage labels) ngw;wPu;fs; vd;gijAk; tpgupf;fTk;.   

(Fwpg;G: njhlu;Gila ,yhgj;jd;ikj; juTfs;> ePq;fs; Kd;ida tpdh (d) ,y; 

gad;gLj;jpa mNj ikf;Nuhnrhg;w; vf;nry; Ntiyg;Gj;jfj;jpy; cs;sd vdf; fUjpf; 

nfhs;syhk;).  (03 Gs;spfs;) 

 (nkhj;jk; 15 Gs;spfs;) 

                              

 

ikf;Nuhnrhg;w; vf;nry; ,y; fhzg;gLfpd;w gpd;tUk; gzpf;$Wfshy; Mw;wg;gLfpd;w gzpfis 

tpgupf;Fftpgupf;Fftpgupf;Fftpgupf;Ff : 

(a) TODAY 

(b) FV 

(c) SUMIF 

(d) LOOKUP 

(e) PMT  (xt;nthd;Wf;Fk; 03 Gs;spfs; tPjk;, nkhj;jk; 15 Gs;spfs;) 

tpdhtpdhtpdhtpdh  04 
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(a) ,izaKk; mjNdhbize;j njhopDl;gq;fSk; mjid xU tpahghuf; fUtpahfg; 

gad;gLj;Jtjw;fhd xU tha;g;gpid rpwpasT tpahghuq;fSf;F toq;fpAs;sd. ,f;$w;wpw;F 

Mjutspf;ff;$ba Ie;J (05) fhuzq;fis tpgupf;Fftpgupf;Fftpgupf;Fftpgupf;Ff.  (10 Gs;spfs;) 

(b) ,izaj;jpy; fpilf;ff;$ba Nritfs; Ie;jpidg; (05) gl;baypLf.gl;baypLf.gl;baypLf.gl;baypLf.  (05 Gs;spfs;) 
  (nkhj;jk; 15 Gs;spfs;) 

 

 

 

 

(a) ntw;wpfukhd kpd;dQ;ry; mDg;Giff;Fk; ngWiff;Fk; xd;W my;yJ xd;Wf;F Nkw;gl;l 

newpKiwfs; (protocols) Njitg;glyhk;. kpd;dQ;ry; njhlu;ghlypy; gad;gLj;jg;gLfpd;w 

newpKiwfs; (02) ,uz;bidg; gl;baypLf.gl;baypLf.gl;baypLf.gl;baypLf.     (04 Gs;spfs;) 

(b) ikf;Nuhnrhg;w; mTl;Yf; Nghd;w kpd;dQ;ry; Efu;tp (email client) xd;iwj; jftikg;Gr; 

(configuring) nra;tPu;fshapd;> Kd;$l;bNa gy mikTfis (settings) ePq;fs; njupe;J 

nfhs;s Ntz;ba Njit ,Uf;fpwJ. mj;jifa mikTfs; ehd;fpidg; (04) gl;baypLf.gl;baypLf.gl;baypLf.gl;baypLf.    

 (04 Gs;spfs;) 

(c) “ikf;Nuhnrhg;w; mTl;Yf; vd;gJ ntWkNd xU kpd;dQ;ry; Efu;tp (email client) md;W. 

mJ mjw;Fk; NkyhdJ”.  

(i) ePq;fs; ,e;jf; $w;Wld;; ,zq;FfpwPu;fsh vdf; $Wf$Wf$Wf$Wf (01 Gs;sp) 

(ii) cq;fsJ tpilf;fhd ,uz;L (02) fhuzq;fis $Wf$Wf$Wf$Wf....  (02 Gs;spfs;) 

(d) kpd;dQ;ry; xd;iwg; gy ngWeu;fSf;F mDg;Gk;NghJ> gy njupTfs; fpilf;fg;ngWk;.    

CC kw;Wk; BCC vd;gd mtw;Ws; ,uz;lhFk;.     

(i) NkYs;s xt;nthU gjj;jpdhYk; (CC kw;Wk; BCC) fUjg;gLtJ ahnjd $Wf$Wf$Wf$Wf.... 

                                                                                                                                                      (02 Gs;spfs;) 

(ii) ,t;tpU njupTfSf;Fkpilapyhd NtWghl;il tpgupf;Ftpgupf;Ftpgupf;Ftpgupf;Fffff....  (02 Gs;spfs;) 

 (nkhj;jk; 15 Gs;spfs;) 

 

 

 

(a) ePq;fs;    xt;nthU Kiw Mtzj;ijj; jpwf;Fk;NghJk; jd;dpaf;fkhf ,w;iwg;gLj;jg;gLk; 

(automatically updates) tifapy; ikf;Nuhnrhgw; Ntl; ,y; jl;lr;rplg;gl;l fbjnkhd;Wf;F 

jpfjpia vt;thW ,l KbAk; vd;gij tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.    (03 Gs;spfs;) 

(b) ikf;Nuhnrhg;w; Ntl; ,y; gpd;tUk; nraw;$Wfshy; Mw;wg;gLk; gzpfis tpgupf;Ff tpgupf;Ff tpgupf;Ff tpgupf;Ff :  

(i) nrhw;fiy (WordArt)  

(ii) nrhy;gpupif (Hyphenation) 

(iii) mbf; Fwpg;G (Footnote) 

(iv) KbTg; Fwpg;G (Endnote) (xt;nthd;Wf;Fk; 03 Gs;spfs; tPjk;, 12 Gs;spfs;) 

 (nkhj;jk; 15 Gs;spfs;) 
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