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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  4

 1.2  4

 1.3  3

 1.4  1

 1.5  4

 1.6  1

 1.7  3

 1.8  4

 1.9  1

 1.10  2

 1.11  wdlD;shla

 1.12  pivot table

 1.13  paste special

 1.14  Add notes

 1.15  Spam

 1.16  Google Chrome

 1.17  i;Hh

 1.18  wi;Hh

 1.19  i;Hh

 1.20  wi;Hh             (tllg ,l=Kq 02 ne.ska uq¿ ,l=Kq 40)

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

l=i,;d lemaiafgdakh úNd.h - 2018 ckjdß
(SS2) f;dr;=re ;dlaIK l=i,;d

fhdað; W;a;r

A fldgfiys wjidkh'
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2 jk m%Yakh i|yd fhdað; W;a;r

(a) (i) 
	 	 •	 cd;sl ye÷kqïm;a wxlh we;=<;a lafIa;%fha o;a; j¾.h f,i “Short Text” oukak. 

	 	 •	 Filed	Properties	hgf;a we;s Input Mask Property j¾.fha my; wdldrhg wlaIr 

igyka lrkak'

  	 #########‟V”	

   (yEIa ,l=Kq 9 g miqj oaú;aj WoD;hka ;=< V wl=r oukak)

(,l=Kq 03)

 úl,am W;a;rh

(a) i. cd;sl ye÷kqïm;a wxlh we;=<;a lrk lafIa;%hg Input Mask Ndú; lsÍu ;=<ska ls%hdj,sh 

wkql+, l< yelsh' tu lafIa;%fha fhojqï f,i m<uq wlaIr 9 b,lalï o" Bg miqj V 
wlaIrh o" tk fia wlaIr 10 la muKla we;=<;a lsÍug bv ie,eiaúh hq;=h'

 

(a) (ii)
	 	 Table	Properties	j,g hkak' (In the Design View, Select the table, then click property 

sheet from the show/hide chunk.)

  Validation rule property j,g hkak'

  Expression builder j,g f.dia my; mßÈ wlaIr fhdokak'

  [DOR]> [DOB]

  DOR f,i ,shdmÈxÑ Èkh o DOB f,i Wmka Èkh o woyia flf¾'

(,l=Kq 03)

 

          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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(b)
 (i)
  § we;s WodyrKhg wkqj lafIa;% 06 ls' tjeks ;;a;ajhl § iSñ; o;a; .nvd lsÍug 

Excel worksheet tlla o m%udKj;a fjhs' úYd, m%udKfha o;a; we;s úg wkjYH 

m%;soaú;ajlrKh iy oaú.=Khka isÿúh yels ksidh' kuq;a iSñ; o;a; we;s úfgl ld¾hh 

flfrys tfia n,fkdmdkq we;'

(,l=Kq 03)

 (ii)
  úYd, m%udKfha o;a; we;s úg Excel work sheets j, o;a; .nvd lsÍu o;a; ld¾hlaIuj 

Ndú; lsÍug n,mEula jk ksid iy tys§ iuyr o;a; oaú.=Kfhka igyka ùu wd§ .eg¨ 

ksid th o;a; mokï ^database& j, .nvd lsÍu ld¾hlaIu fõ'

(,l=Kq 03)

(c)  úuiqï (Queries) fndfyda úg Ndú; lrkafka j.=jlska hï o;a;hla fidhd .ekSug 

wjYH kï muKs' jd¾;djla ^report& hkq úuiqï fidhd .ekSug ixúOdkd;aulj ilia 

l< iy wdlD;suh wdldrhlg ;sfnk fohls' jd¾;d hkq wdlD;Ska" idrdxY .; lsÍï iy 

o;a; bÈßm;a lsÍug Ndú; lrk fohls'

(,l=Kq 03)
(uq¿ ,l=Kq 15)

3 jk m%Yakh i|yd fhdað; W;a;r

(a)

 G4 fldaIfhys (Cell)  ⟶ 300

 G5 fldaIfhys (Cell) ⟶ 600

(,l=Kq 04)
(b) =(G3+D3)

 jákdlu re' 48,300

(,l=Kq 04)
(c) =H3/10

 jákdlu re' 4,830

(,l=Kq 04)
(d) =H3-I3

 jákdlu re' 43,470 

(,l=Kq 03)
(uq¿ ,l=Kq 15)
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4 jk m%Yakh i|yd fhdað; W;a;r

(a) accountant@businessit.lk 

(b)	 dirfinance@jazz.co.uk

(c)	 ceo@jazz.co.uk	/	md@businessit.lk

(d)	 Re:	BPO	partnership	proposal

(e) fcdaka isukaia

(f) úl=ï ,shkf.a

(g) úl=ï ,shkf.a

 .KldêldÍ" iSudiys; ìiakia IT (fm!oa.,sl) iud.u,

 wxl 5, .d¨ mdr" je,a,j;a;" fld<U 06" YS% ,xldj

	 Tel/Fax.	+94	112	345	678

(h) Doc fyda Docx hk È.=j iys; ´kEu f.dkqjla

(uq¿ ,l=Kq 15)

5 jk m%Yakh i|yd fhdað; W;a;r

(a) 1. google.com hk fijqï hka;%h yryd “exchange rates in Sri Lanka” hk jdlH igyka 

lr msßlaikak'

 2. fijqï m%;sM,j,ska ,efnk m<uq fyda Bg wdikak m%;sM,h jkafka úksuh wkqmd; yd 

iïnkaO YS% ,xld uy nexl=j (CBSL) úh yelsh'

 3. úl=Kqï wkqmd;h i,ld n,d ;SrKh lr wefußldkq fvd,¾ 15"000" YS% ,xld remsh,a 

lShla oehs .Kkh lrkak'

(,l=Kq 04)

(b) 

 (i). cx.u ÿrl:k cd, mßyrKh fkdlr Voice	over	 IP	software	 /	Mobile	app	 	j¾.hg 

we;=<;a md¾Yaj fol w;r ixjdofha fhÈh yelalls'

(,l=Kq 02)       

 (ii). Contact user ID tlla iy mobile data connection f,i ls%hdlrk wxlhla'

 (,l=Kq 02)

 (iii). fujeks fhÿï fndfyda úg iïNdIK ̂ Chat& i|yd Ndú; fõ' fuh jvd myiq ikaksfõok 

udOHhls' fuys§ audio, Video msx;+r jeks oE o myiqfjka fnod.; yelsh'

(,l=Kq 03)

04
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(c) 

	 'Phishing'	 hkq bf,lafg%dksl ikaksfõokhla ;=< úYajikSh wia;s;ajhlg jHdc f,i 

we;=¿ùug W;aidy lr ixfõ§ f;dr;=re tkï" uqrmo (passwords), mßYS,l kdu ^User names& 
iy Khm;a f;dr;=re ,nd.ekSug ;e;a lsÍu fõ'

 wkjir m%fõY jkafkl=g ^yel¾jrfhl=g& nexl=jl ks;Hdkql+, wka;¾cd, nexl=lrKfha 

oajdrfha ^portal& fN!;sl o¾Ykhlg w;sYh iudk jQ fjí wvúhla ^web site& ks¾udKh l< 

yelsh' mßYS,lhka fndfyda úg fjkia jkafka URL tlla ;=< fndfyda úg fkdoefkk mßÈ 

wlaIrhla fyda folla wjq,a iy.; f,i i|yka ùu muKs' jHdc fjí wvúh nj fkdo;a 

mßYS,lhka wod< phishing wvúhg ^phishing site& m%fõY ù ixfõ§ f;dr;=re we;=<;a lrhs' 

miqj wod< fjí wvúh ks¾udKh l< wkjir m%fõYlrejka ^hacker& úiska we;=<;a l< 

f;dr;=re fidrlï lr" tu.ska nexl=fõ wka;¾cd, nexl=lrKfha oajdrhg m%fõY fõ'

 WodyrK :  

  Legitimate ^i;H& :  https://www.ebank.peoplesbank.lk/eb/index.html 

  Phishing Site     : https://www.ebank.peoplsebank.lk/eb/index.html 

(,l=Kq 04)
(uq¿ ,l=Kq 15)

6 jk m%Yakh i|yd fhdað; W;a;r

fldgi Ndú; l< hq;= uhsfl%dfid*aÜ j¾â wx.

(a) •	 Crop	feature	^mska;+r lemSfï wx.h& format ribbon tl ;=< we;s ^size	
fldgfia chunk&

(b) •	 ‘Center’	alignment	(paragraph	fldgfia Home ribbon tl ;=< we;s) 
(Ctrl + E)

(c) •	 mdGfha m%udKh by< kexùug (uppercase) ‘Change	Case’	hk wx.h 
(Ctrl + E)

•	 fmkqu fjkia lsÍu ‘Text	Effects	and	Typography’	hk wx.h

•	 mdGfha ia:dkh fjkia lsÍug ‘Center’	Alignment
(d) •	 ia:dkh fjkia lsÍug ‘Center’	Alignment	wx.h (Ctrl + E)

•						25	hk b,lalug miqj we;s 'th' hk wlaIr 2 f;dard 'superscript'  
wx.h Ndú;h

(e) •	 ‘Change	Case’	wx.h" mdGfha m%udKh fjkia lsÍu i|yd

•	 ‘Bold’	iy	‘Underline’	wx. tys fmkqu fjkia lsÍug

(f) •	 ia:dkh fjkia lsÍug ‘Align	Right’	wx.h (Ctrl + R)

(g) •	 f,aLkh Select lr insert a page border click lsÍu ;=<ska

(,l=Kq 02)

(,l=Kq 02)

(,l=Kq 02)

(,l=Kq 02)

(,l=Kq 02)

(,l=Kq 02)

(,l=Kq 03)

(uq¿ ,l=Kq 15)
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7 jk m%Yakh i|yd fhdað; W;a;r

(a)
(i)   Action Buttons bÈßm;a lsÍfï B<Õ lodjg fyda f;dard.;a hï ksYaÑ; lodjlg 

hdug jevigykla fyda video fldgila ls%hd lrùug Ndú; lrkq 

,efí' Shapes gallery j,ska action button tlla f;dardf.k uQislh 

click lsÍfï§ fyda button tl yryd uQislh ^mouse& f.khdfï§ 

isÿjk f,i action tlla ,nd§u

(ii)  Slide Master ish¨u lodjkag tlu wl=re j¾.hlska iy rEmj,ska ^ixfla;& 

iukaú; lsÍug wjYH kï Slide Master Ndú; l< yelsh' tu.ska 

iEu fohlau iEu lodjlgu wod< fõ'

(iii) Rehearse Timing Tn bÈßm;a lsÍu mqyqKq jk úg" Tng iEu lodjlau bÈßm;a lsÍug 

wjYH ld,h record lr.; yelsh' fuh Tn bÈßm;a lsÍu lrk úg 

lodjka iajhxlS%hj ksjerÈ ld,hg wkq.; lr.ekSug WmldÍ fõ'

(iv) Hide Slide fï u.ska Tng mj¾fmdhskaÜ bÈßm;a lsÍu ;=< fmkS isàug wjYH 

fkdjk lodjka hide l< yelsh'

(v)	Slide	Size	(4:3),	(16:9) bÈßm;a lsÍfï o¾Yk wkqmd;h ^aspect ratio& ;SrKh lsÍug fuu 

úl,am 2 Ndú; lrhs' kj;u projectors ^m%lafIamK hka;%& ^16(9& hk 

mq¿,a ;srhg Wmldr lrhs' merKs m%lafIamK hka;% Wmldr lrkqfha 

^4(3& iïu; m%udKhg muKs' jvd fyd| m%;sM, ,nd.ekSug kï" 

Tng Tnf.a lodjkaj, m%udKh iy ;srfha m%udKh bÈßm;a lsÍu isÿ 

lrk udOH wdÈh ms<sn|j ie,ls,su;a úh hq;=h'

(vi)	Presenter	View fuu.ska bÈßm;a lrkakdg mß.Klh Tiafia speaker notes jeks 

oE fhdod .ksñka bÈßm;a lsÍu o¾Ykh lsÍug wjldYh i,id foa' 

t;=<ska fm%alaIlhkag nyqudOH m%lafIamKh ;=<ska ^notes - free& 
keröug wjldYh ,efí'

(tllg ,l=Kq 02 ne.ska" ,l=Kq 12)
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(b)
	 a)	 File	tab	⟶ Save As ⟶ Browse button.

	 b)	 ‘Save	As’	dialog	box	j, we;s tools button tl click lsÍu

	 c)	 General	Options	f;aÍu.

 d) Text box tl újD; lsÍug password u; click lr password ^uqrmoh& igyka lsÍu

 e) kej; uqrmoh (password) we;=<;a lr 'OK'	click	lsÍu.

 f) Text box tl fjkia lsÍug uqrmoh u; click lr kej; uqrmohla ,nd§u.

 g) kej; ,ndÿka uqrmoh fojkqj;a igyka lr	OK	lsÍu.

 h) Save wx.h click lsÍu'

(,l=Kq 03)

(uq¿ ,l=Kq 15)

07

B fldgfiys wjidkh'
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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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