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          A fldgi
jdia;úl mÍlaIK m%Yak (OTQs)
ish¨u m%YAkj,g W;a;r wfmalaIs;h'

(uq¿ ,l=Kq 40)

1 jk m%Yakh i|yd fhdað; W;a;r 
 m%Yakh  W;a;rh

 1.1  3

 1.2  1

 1.3  3

 1.4  4

 1.5  2

 1.6  4

 1.7  3

 1.8  1

 1.9  2

 1.10  3

 1.11  h;=re lafIa;%h

 1.12  Ys%;hg

 1.13  wjodhl ùuhs

 1.14  ixfla;

 1.15  B wlaIrh

 1.16  jerÈhs

 1.17  ksjerÈhs

 1.18  jerÈhs

 1.19  jerÈhs

 1.20  ksjerÈhs

A fldgfiys wjidkh'

YS% ,xld .KldêlrK Ys,amSh wdh;kh
wOHdmk yd mqyqKq lsÍï wxYh

2016 ckjdß úNd.h
(SS2) f;dr;=re ;dlaIK l=i,;d

fhdað; W;a;r
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2 jk m%Yakh i|yd fhdað; W;a;r

a) mj¾fmdhskaÜ uDÿldx.h fj; wu;r úOdk iy wu;r myiqlï add-ins u.ska ,ndfokq ,nhs'

b) Slide Show View tl ud¾.fhka bÈßm;a lsÍu Odjkh lr tla tla ia,hsÜ tl i|yd .;jk 

ld, ksYaphka ^timings& jd¾;d lr.ekSu fï u.ska l< yels fõ' fuf,i jd¾;d.; jk ld, 

ksYaphka" iajhxlS%h f,i bÈßm;a lsÍu Odjhk lsÍug ^a self-running show& fyda fmryqre 

isÿlsÍug fyda fhdod.; yels fõ'

 m%;s,dN

 lsishï § we;s ld, mrdihla iu. bÈßm;a lsÍu wkq.; fõo hkak ;yjqre lr.ekSu i|yd 

fuu úl,amh ^Rehearse timimg option& jeo.;a fõ'

c) idudkH o¾Yk m:h :   bÈßm;a lsÍu ks¾udKh flfrk m%Odk o¾Yk m:h fuhhs'

 úksúol ixo¾Yk m:h  :   fm%alaIlhka fj; bÈßm;a lsÍu isÿ flfrk o¾Yk m:h fuh 

fõ'

 >¾mK f;aÍfï o¾Yk m:h :  l=vd m%udKfha ms<sônq ^thumbnails& f,i bÈßm;a lsÍfï we;s 

ia,hsäia fmkajkq ,nk o¾Yk m:h fuhhs'

d) l%uh 01 :   bÈßm;a lsÍu m%ldYkh lsÍu ^publishing& u.ska Package for CD tlla idod th 

ix.; ;eáhlg msgm;a lr.ekSu

l%uh 02 :   PDF f.dkqjla f,i bÈßm;a lsÍu m%ldYkh lr.ekSu

 Adobe Acrobat Reader jeks PDF f.dkq lshjk uDÿldx.hla /iaùï Yd,dfõ 

we;s mß.Klfha we;ehs Wml,amkh flf¾'

l%uh 03 : Tfí bÈßm;a lsÍu ms<sìUq lÜg,hla f,i wdrlaId lr *a,EIa v%hsõ ;=<g msgm;a 

lr /iaùï Yd,d mß.Klh Ndú; lrñka m%o¾Ykh lsÍu

l%uh 04 : mj¾fmdhskaÜ u.ska ùäfhda máhla we;s fldg fmkaùu

l%uh 05 : wka;¾cd,fhka nd.; l< ;=kajk md¾Yajfha uDÿldx.hla Ndú; lr ia,hsâia 

fmkaúh yels o¾Yk máhla ks¾udKh lsÍu

3 jk m%Yakh i|yd fhdað; W;a;r

A. 
 a. ;Sre m%ia;dr / Clustered ;Sre m%ia;dr 

 b. f¾Ld m%ia;dr $ Stacked f¾Ld m%ia;dr

 c. jD; m%ia;dr

          B fldgi
m%Yak yfhka ^06& ´kEu m%Yak y;rlg ^04& W;a;r wfmalaIs;h' 
(uq¿ ,l=Kq 60)
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 d. úisß ;s;a igyk (Scatter Diagrams)
 e. lafIa;% m%ia:dr (Area Charts)

B.

l=áh (Cell) iQ;%h $ Ys%;h (Formula/Function)

F5 =IF(B5>1600,20000,0)

G5 =(14-C5)*1500 or IF(C5>14,0,(14-C5)*1500)

H5 =F5+G5

I5 =IF(E5>3,(E5-3)*0.1,0)

J5 =IF(H5*(1+I5)>45000,45000,H5*(1+I5))

4 jk m%Yakh i|yd fhdað; W;a;r

a) iïm%odhsl fmd;a fjf<|ie,la wdrïN lrkjdg jvd wka;¾cd, fmd;a fjf<|ie,la wdrïN 

lsÍfï jdis

1. fN!;sl fmd;a fjf<|ie,la úiska bvlv .eg¿" wruqo,a .eg¿ hkdÈhg uqyqKmdkq 

,nhs' kuq;a wka;¾cd, fmd;a fjf<|ie,la iïnkaOfhka fïjd wod< fkdjk w;r" 

w;s úYd, fmd;a m%udKhla wf,úh i|yd bÈßm;a lrkq ,nhs'

2. fN!;sl fmd;a fjf<|ie,a hï N+f.da,Sh m%foaYhlg muKla iSud jkq oelsh yelsh' 

kuq;a wka;¾cd, fmd;a fjf<|ie,la fj; f,dalfha ´kEu N+f.da,Sh m%foaYhl isák 

mdßfNda.slhka yg meñKsh yelsh'

3. fN!;sl fmd;a fjf<|ie,la yd iei£fï § wka;¾cd, fmd;a fjf<|ie,la wdrïN 

lsÍu yd mj;ajdf.k hdu i|yd jehjk msßjeh wvq w.hla .ekSu'  
4. mßYS,lhkaf.a woyia" Woyia" iudf,dapk iy m%;spdr oelaùu i|yd m%fõY ùu jeks 

foa wd§ f;dr;=re .kqfokqlrejka fj; iemhsh yelsh' fïjd u.ska .kqfokqlrejkayg 

jeä jákdlula ,efnk w;r" tajd fN!;sl fmd;a fjf<|ie,lska myiqfjka i,id.; 

fkdyelsh'

5. wka;¾cd, fmd;a fjf<|ie,la u.ska by< uÜgfï f;d. mj;ajd .ekSula wjYH 

fkdflf¾'

b) iïm%odhsl fmd;a fjf<|ie,la wdrïN lrkjdg jvd wka;¾cd, fmd;a fjf<|ie,la wdrïN 

lsÍfï wjdis

1. wka;¾cd, iïnkaO;d we;s iy bf,lafg%dksl f.ùï udOH Ndú; lr f.ùï isÿ lsÍug 

leu;s md¾Yajj,g muKla fmd;a ñ,§ .; yels ùu

2. keõ.; lsÍu" jrdh .dia;=" nÿ" wdkhk-wmkhk fr.=,dis hkd§ wu;r lghq;=j, 

ksr; ùug wdh;khg isÿùu

3. yel¾jrekaf.ka" jhsria" DOS m%ydr hkdÈfhka iy fjk;a isÿúh yels wdmodj,ska 

wdh;kfha ud¾..; iïm;a /l.ekSu i|yd ;u l<ukdlrK ld¾hhkaj,g wu;rj 

w;sf¾l f,i lghq;= lsÍug l<ukdlrKhg isÿùu iy tjeks wdrlaIK l%ufõo i|yd 

úYd, msßjehla oeÍug isÿùu
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4. fjí wvúfha $ f;dr;=re moaO;sfha wl¾ukH ùfuka jHdmdßl lghq;= wek ysàu

5. .kqfokqlrejkag iy fmd;a fjf<|ie,g fmd;a wdmiq §u ixlS¾K ùu

c) 1. www.amazon.com 
 2. www.barnesandnoble.com

d) my; i|yka wdldr we;=¿j fkdfhla l%uj,ska Tyqg f.ùï ndr.; yelsh' 
 a. Khm;a - Credit  Cards
 b. yrm;a - Debit Cards
 c. bf,lafg%dksl uqo,a (Ez Cash, M Cash jeks)

 d. wxls; .sKqï - Digital accounts (paypal, billpoint jeks)

e) Facebook fan page tlla wdrïN lsÍu

 Facebook group tlla wdrïN lr th yd tlajk f,i ñ;=rkag wdrdOkd lsÍu

 Facebook Adverts Ndú;d lr fmd;a fjf<|ie, ms<sn| oekqj;a Ndjh j¾Okh lsÍug;a" úl=Kqï 

by< kxjd .ekSug;a lghq;= lsÍu

5 jk m%Yakh i|yd fhdað; W;a;r

a) Insert >Text > WordArt > fj; f.dia wod< .e<fmk wordart style (Style 17) tl f;dard 

.kak'

b) Picture Tools > Size > Crop
c) Insert > Text > Text Box mdGhka (Text) ghsma lrkak' Format it. Then Format > Shape Styles > 

Shape Effects > 3D Rotation
d) Insert > Illustrations > Shapes > Callouts. Oval Callout we;=<;a lr mdGhka ghsma lrkak'

e) Insert > Text > Text Box
f) References > Footnotes > Insert Footnote
g)	 Select	the	text	first.	Then,	Home	>	Paragraph.	bkamiq increase indent button tl Ndú; lrkak'
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6 jk m%Yakh i|yd fhdað; W;a;r

a)

fldgi mdGhka

1 nsilva@liontea.lk

2 rmuralitharan@liontea.lk, ohussain@liontea.lk

3

4 idorfhka ms<s.ksuq

5 kd,kS is,ajd fukúh

6 fiamd,

7 fiamd, fmf¾rd

moaO;s mßmd,l

iSudiys; ,hka à fm!oa.,sl iud.u

weu;=ï : +94-11-2559900 È.=j 1234
Mobile : +94-77-1001000

8 EmailRules.DOC
HowToChangePassword.DOC or DOCX

b) .%dylhka w;r fjki meyeÈ,s lsÍu

fjí mdol úoHq;a ;eme,a .%dylhka ;ks úoHq;a ;eme,a .%dylhka

fjí n%jqi¾ uDÿldx.hla yryd wka;¾cd, 

iïnkaO;dj we;s ´kEu mß.Klhlska 

fiajdj fj; msúiSug yelsh'

fjí n%jqi¾ uDÿldx.hla yryd fiajdj fj; 

msúiSug fkdyels jk w;r ta i|yd úfYaIs; 

uDÿldx.hla mß.Klh ;=< msysgqjd wod< mßÈ 

ilia lr ^congifure& .; hq;=h'

Ndú;h i|yd wka;¾cd, iïnkaO;djla 

;sîu wksjd¾h fõ'

Ndú; lrk iEu wjia:djla i|yd u wka;¾cd, 

iïnkaO;djla ;sîu wksjd¾h fkdfõ' 

wka;¾cd, iïnkaO;dj ud¾..; jQ jydu 

úoHq;a ;eme,a i¾jrh iu. iuld,kh ùu 

^synchronizing& isÿfõ'

WodyrK : Gmail, Yahoomail, facebook 
Mail

WodyrK : MS Outlook,  Thunderbird, Apple 
Mail, Pegasus Mail
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B fldgfiys wjidkh'

7 jk m%Yakh i|yd fhdað; W;a;r

a) m%Odk lafIa;%h i|yd jvd;a iqÿiq jkafka ( úYaj ksIamdÈ; fla;h ^Universal Product Code&
 fya;= (

 - fuu wxlh tla tla NdKavh i|yd wkkH fõ' tkï fuu wxlh mqkrdj¾;j fkdfhfoa'

 - fuu wxlh ysia w.hla fkd.kS'

b) 

lafIa;%fha ku o;a; j¾.h

ksIamdÈ; j¾.h Text

ksIamdÈ;fha ku Text

iemhqïlre Text

nr Numeric

úYaj ksIamdÈ; fla;h Text or Numeric

l,a bl=;ajk Èkh Date/Time

úl=Kqï ñ, Currency 

ldäm;a orkakkag 5% jÜgu Yes/No 

c) o;a; wdodkh myiq lrkq jia ksIamdÈ; j¾.h hk lafIa;%h i|yd Lookup myiqlu Ndú; lsÍu

d) j,x.= kS;shla ^Validation Rule& we;=<;a lsÍu ^nr lafIa;%fha Field Properties j, Validation 
Rule hkakg Between 100 and 5000 hk mdGh we;=<;a lsÍu&

06
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Notice : 

These answers complied and issued by the Education and Training Division of AAT Sri Lanka 
constitute part and parcel of study material for AAT students.
These should be understood as Suggested Answers to question set at AAT Examinations and should 
not be construed as the “Only” answers, or, for that matter even as “Model Answers”.
The fundamental objective of this publication is to add completeness to its series of study texts, 
designs	 especially	 for	 the	 benefit	 of	 those	 students	who	 are	 engaged	 in	 self-studies.	These	 are	
intended to assist them with the exploration of the relevant subject matter and further enhance their 
understanding as well as stay relevant in the art of answering questions at examination level.
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