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1.1 3

1.2 3

1.3 2

1.4 4

1.5 2

1.6 1

1.7 2

1.8 3

1.9 3

1.10 2

1.11 88 (Rules)
1.12 »owe (Voice)
1.13 B®g® (Query)
1.14 oo ®e3 (Spreadsheet)
1.15 18e® (Crop)
1.16 eIV,

1.17 B,

1.18 eIV,

1.19 eI,

1.20 B,

A enDee® OesIncs.
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(80 cae 60)
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(a) B3 B3 @lBIBD BIGDHBIS
(1) BB HEHDBS o (s 02)
(i) Bvem ¢ EANED &8 Bug wOHTOES eicivs Wedped ¢oi» e S

O Ped8 ed. (cwe 02)
(b)
Sedped »HO ¥ Obow
Bmved &8nsd String
esgns O String
§G »® -
&0 1@ o String
cosd Ema Date
Bw0098e8 Buuus’ v Numeric
@00 evd® Currency
10% 200® Logical
(cme 07)

(©)
Bwved a8ud’ »&S Pedms Lookup field do ecen BC@rems we ©1Bn. 988 a8woes-
=3 BoCec8® (8xkd 1, 2 @ 3) (8D Oy DROE 0N BE DG, e ¢Bfy ees’
BodBw 8 wwgy 08, mOe e®@BE 8¢di v eed ecls @d® o» amd IEs 958
B8O ¢ Beed. (e 04)

(8S cae 15)

3 O sBNG SEW) 66IED RO

(a) Select Slide 1 > Select Design > Select Background Styles > Select Format Background >
Select Picture File to fill and Select Option “Apply to All”

(e 03)

(b) Select Slide 1 > Select Insert > Slide Number > Select Slide Number and Footer > Type Footer

Text > Select Do not show on title slide

(e 03)

(©) Select Slide 3 > Select Insert > Select Smart Art > Select Hierarchy > Select Suitable Design
and Enter the text according to the levels. (o< 03)
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(d)

(e)

Select Slide 3 > Select Insert > Select Table > Enter rows (8) and columns (5) > Open Excel

Worksheet containing data > Select text > Copy > Select Datasheet for table > paste special.

(e 03)

Select Slide 4 > Insert > Select Chart > Select Pie > Click on worksheet containing data > Copy

> Click on worksheet connected to chart > Paste > Select Chart > Select Format Chart > Data

Lables > Select Percentage.

(cae 03)
(@ caea 15
4 O SGHNG SCW) 66IED RO
(a) TODAY - ¢¢ E»a0 acig amn8m ¢ows R eC.
(cae 03)
(b) FV - qoewcismen amnon 835000 oo of.
(ce 03)
(c) SUMIF - &3 @3 918 0088253 @5 ©em®d & @18 aonss Onnd & ed.
(caea 03)
(d) LOOKUP : sesem a8 avss’ acm 8.
(cae 03)
(e) PMT : ©o68m¢m 10508 eod® caved.
(ce 03)
(92 cas 1

5 9 366G 6e®) 66I8m ™o

(@ 1

S0 @8ewiBm ©¢® (Potential Customer Base)

BCOREGR) DB130BE @INDRED OO IO 53O HBLL BEE wewi IV BBwwBO
eS80 8eed. OO OdNICE @3LHEs B cdme Su. asimbdics »owvr ®HO
e0iBws 18ewiBm 88w cvImd & g1, @R o 8ewiBni530 VTes Bdwsics
»1¢800 1 BRE B0 adwIn (8 ar. VGO BOIHD 8ewiBn SHdmdw:s
.

@00 en @0eces(C (A Store that Never Closes)

B30 D88 Bwu®m cdetd s 24 wy wSed € »» (24 X 7) S0wmd e8ddo wnnd.
BBwoent) Snensdms’ K0 e®® Difdn 00 BE . D1DIEBSO BB @DETEE
HOWI W) DRBHG VS g0 VYO BBIede oy GeE el HD.

HHHewoe adesd (Networking Opportunities)

aBIDTBIEE H0D 8@ »ewt)In® DE evIBn ¥y BY®rems »J aw. eBmed D110
BERAT @00t G ®1Re® GED® Frign Yed edBw DihE VeE DGO ©ORBW
508. 088 3 (Chat Room) e» axsiobhc ®emdds (Internet Forums) 38805 eow
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(b)

wnm B~ W N =

D Iz D130 PRSIV IBeDBH OB.eeidEsId 8 83 ylocwnd 8B 1dJ
8O53mmed §O¢ D100 @ICHTT CRIOD DUD.

o8 (Cost Effective)

010200 83D BBIDBBICH 00601 He® BRIEH® D1ls O Iwed DE. arinbkiced
2D EOETeIEH enINBO 0098 ederesIEs enNHBOO Ot af) 881853
8e e H®. @BOOD ¢SO sEE8O wi@ims 300 88160 D& eRe»ds &) ems
(B0e® wotsdens ¢ VR OB ©F. e B3® BE® WOPRevs’ DBHE Tcwo
0058 BEEom 1B amd Bwc® gdm woidwusic 8@ »I&.

CBuBe® 88o1e 8w08 (Reduced Mailing Expenses)

235 E ©®ess 00me, LB DIE OB BHE By Bud 88D @dNC e®d
28md a. Dens m1eG, wi®8 B3, B®IEG BIE WM 8w BIEHOHBS 1B oS3
e®® g0gen @QWT a1, 20 VT O gl BEAT ¢er® SO0 »O wRedes) MRS HBS3
@100 Se®s3 8801 afjed.

0188y e e VO (Improved Efficiency)

aBHE 06e® et ©rrBIms’ eeS e®enE® ©EwI D1 @BE® ®agm® CoBws
@3 g8 88010 ©nl. GE1 DEOIDI B, D OB WEODIDI D, @D
RS € @80T B8O B OB ©H IR FDRBHN DO OB WIS
B0 . 000 ewc® 853 iBewiBn wwe e 8¢ amWmEens O & (Stream
Line) ®@boom 0160, BB a1ty g@m ¢l @853 (s 24 1o et @ & . wBeniBn
BewcddnBs’ o emedm ©wdycildm D6 e 08 @)l @owd grm. Bvs gdas
8 30 »O»8T ¢er®Es v anbike e®DE® CuBw arm.

D008 DL w (Increased Business)

253BEEE BE D11e0d BBIYDO wr D ar® dELMmE, @DECEIR 5esidns, i8ewiBnis’
&1¢ TR 0RO, Gidwe BeHI OB YOGS, e¢Bu eWIB edDeewE, Sul ed® o4
e®ewnyE® Be® ¢ @BOOD OO oW BRI ERIOHE® HBwWDS arD. e®® edeg
(BB HOH OBINCB FWHHEB (PO BEQ, edgg DIO® iEn BHReDCHE BE HID.

(e 10)
560 D88 B (WWW)
Bexs’ mesie (Email)
a3 @088 (Internet chating)
a53b%E @eee »@ (Voice Over Internet Protocol)
25388 50853 (Internet Protocol Television)
(cae 05)
(8o cae 15)
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(a) - IMAP (Internet Message Access Protocol)
- POP3 (Post Office Protocol V3)
- SMTP (Simple Mail Transport Protocol)

(b)

(e 04)

- 5@ 9 8BeEmed Se®E E8m

- GLEdD» e B(IE 8 BBEddE »®

- B3O B DG @D BBEPOE »H®

- Bexns miesE B8»a

- Bens? w1 @ §ooe

- Beys o @E Bege® wodss (POP3 /IMAP)

(©)

II. -

(d)

II.

(ce 04)

00 ymIns BO® J® .

(cme 01)
s8R emed ®OEy @00 me@mwdens BEOO HS6®
©®I0) 8Os WEOIDIwB BE® weH & Tnm HLH® BI
b5’ Bewr 88 ©1ed® mahom S B
»GBO® / dedd® @i BBe® » B P8, 98 dBd® ®»IceRe end
gBeds 880 ¢ cimon v O®
2 Bam we®moen HE® e1de
OREcDOOTed / etdiciBsied / Endsied BRI @ISR DEOBDT RS
BB o) e (EEID®

(cae 02)

CC — Carbon Copy
BCC - Blind Carbon Copy

(cae 02)
[clakale)
Carbon copy (CC) es» Blind Carbon copy (BCC) em6 e@dme x5es’ Carbon copy S
(0023 BOom) wens’ w0 e 8ug u8giwmns’ canns®@is Om emnd BCC 8 ames
OB 3BGDDES a2 ©0dO8.

(cre 02)

(@o caea 15
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(@)

(b)

BB PeDD eRH 6 Bedwens 8 e3DwSwnd IDBIED D e1I0ed BB®

Process: Insert — Date & Time from the Text chunk. — Select the date. — Make a tick on the

update automatically check box — click OK.

II.

I1I.

IV.

(e 03)

Word Art

cP8s ©8ewpewitd DB 8 @Emd d ames B8e® »Bwid ced. detd
@O 5830 @WICIOS GIEICEE IR, BWICINS BEoIC IV DMLY,
afeded dbenns’ edmed B8O HSBwd gro.

(e 03)

Hyphenation

D16 ¢10®®»wd HBwLHmBE’ @O w8 O EPeewnnsS. e@@Bs3 HBwme
DE @08 30 Ddned gdeImed D 0. 88empewitd DD ©853® e®ws
8D Bwd @wiconn DS gm0 B SBREDBO ¢ @wWIIOD HIEO.

(e 03)

Footnote

e®s 89ed =ugs’ ousn® emedm @m0 eReWIDO @B HEeBBIET BHEIeE
eCA®EE @115 G edB WUPDTBIed I O(B® ¢HSOIG. ARO e®w HOESOS
Sedmd BE@S ®RTOD, gcwed DO, BBedrws’ oW @wWICIHD HTEE.

(e 03)

EndNote
e®s eCamed @dwimed eusime® emel. e®c ¢ eCamed @iy @B edHE
DO (Bed 5500 OO DO @wicInBILN &S GO HOIOS 188 B8O,
acHnts (o0, Bedans’ (o0 e@wiginss.
(e 03)
(9o caew 15

B et0ee® gdern.
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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.

© 2017 by the Association of Accounting Technicians of Sri Lanka (AAT Sri Lanka)
All rights reserved. No part of this document may be reproduced or transmitted in any form or by
any means, electronic, mechanical, photocopying, recording or otherwise without prior written

permission of the Association of Accounting Technicians of Sri Lanka (AAT Sri Lanka)
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