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a) () BTG £)e0SBLD. 2 yeireflaein)
(i) SMJeID : @UQeUT(H HleweoWwTel eIl HBHGWD CUTH HMIHEG ©)60HBIOTEIH
FHANHHIDOUTAISHTSGHID.  HWISBHVSSHMS BILUOSHS (WQurgl. 65.81.91.8)v.
Bewer LIgamer LeosHBE SmHHe0 Gamerenpuingl golameaied @Iheu] )6l Tealgi
15 6MEVLLIT6T ORI B HMB D FHmEHGWGUTE G®.91.91.6)6v. SIS
bHEVLIHGHSLILGHID.
2 yeiteriiaeir)
b)
Levslerr Gty FT6| QUMD
BTG )60 LD Short text
GOWul Gy Short text
G5.91.91. B)e0dHHID Short text
YU B Date / Time
UGG Number
QBTens Currency
a1y eisld Number
(WeTEIflenid eURIEUIUIE) UITLG & EMESLITEN Yes /No
(8 yeitarieeir)
c) - (PIgeLt LiwieTy
- BIOISSET Blijeurs)
- LWeiUmL®  [BlyeomerTy
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(a)

(b)

(i)

(ii)

(iii)

(V)

(vi)

Sections : g oEfEmauleeTsm LILaleOemeudme ETeRIH DIE00H LIGD & (DSHBENTS
WAlusBE GLeaisdBg. i1FHs ULalevameusmend G@TenL Guflw  ojefdamaesamen
GWEHeTa LUflds allgeuensSLILL H6Tengl.

Themes : Themes suoig Pipriseier, ewHSIH BB 01CFL  CHTHBBHIBMETS
O&mewiL LGHWTGSWD. @@h SHmenowimer eaugeuenoliLmeny U] Gumuieged e elbleum(m
“Theme” @mad 2 hamés (pgub. “Theme” @er cpeod L aleveneouisd tables,
SmartArt, shapes oisveg charts aiaueuBens gGuITddHs (LpiguiLD.

Transitions : Transitions syeig ueuy GQumuie. ULalelEmey SIGO6VEHI  LIL LD
s RalelBheH DIOSHHIBEGS 6ty B CeuemiHd eTELHMESH SHTLOTENSHSBSI.
@3 o BFHeT SeMdmaeml GCeD  FOUMTEOWITSGHMBH. GHT  clpeod  FHAmliy
REVBMETULD 2 MmIH6T Diebenasulsd 2 (HauTdhaHOBTETENTEOTD. LILale0eN60 FTHT6wmILOTS
LBWGT  ©IVVHI  HEWIMITHHABLD  aumBuled DIBHGHSH UL aleveneud@  LOTBID
aensUIGeum E)H6T cP6VLD OIFUILIGOMLD.

Animations : e QUTUIEIGEY CI(IPGHBIHEHET OBBILD O (HEUBIGHET, LILMIGH6T 6TeILIIBM
Animation Gguiw apiqupb. Animations ribbon g0 eisBEGIw HHelsEHDd CFHfalsEHD
2 6iTengl. ULaleveneoulled © 66 el WHIHm6T E)H6T cLpeVlD EeVGHaITEH ITEdHd (LPIgULD.

Macros : Macros soeng  uwenj Gumuien.  GFwBuUTIgene  eledJa]  LBBID
BVGATEHGHIMSEI. HRIB6T QHTLJFAWTS BHLAIGHMBHEN6T HTeWhIE GFUILIEOTID LOBBID
ULalevemends &ML dulelt  FHmpemenr  SiFEfbseond.  Slefidensuler  Gurg  CByHms
Bxlldsab, Slefdamauiear SHanwm © WFHHaD 2 He|HBSHI.

Slide Master : eeveor ULaTedemeouied @@y  e1pHSIH  BBID UL FBIB6T  CHT6I
Gauemi@iomuiesr Slide Master geweril LWETLGIGHSH GFuIL (LpLguLD.
(12 yeiteriiseit)

mwaGrremil.  ueuy OGumuien. 2016 e, “Present Online Feature” gemenl
LweTLGSSIuBeT cpeotd  efdamasulamenp “Office Presentation Service” @eneub
©)en615HSH (LPLQULD. P IALIING LITJ6D6UWLIT6N(THLD B)emenTLISHNSLI UweTUH S S
BeUmeVLILISEHHMSH HEmIH (LPIQUD. CFTHHGHET cPevld Sielhendenul LIMToHS(LPLQUILD.

3 yeireflameir)
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(@)
(b)
(©)
(d)
(e)
¢y

eleorm

(b)

=MAX(B2:B8)

=MIN(B2:B8)

=AVERAGE(B2:BS8)

=VLOOKUP(B10, B1:D8,3,FALSE)

=COUNTIF(C2:C8,“Passed”) or =COUNTIF(C2:C8,$C$2)

=COUNT(B2:B8)

(15 yeiterflaeir)
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Mozilla Firefox, Google Chrome, Internet Explorer

(i)

(ii)

(iif)

(iv)

(v)

(vi)

(3 UeiterilabeiT)

Home : a6t cpeod vwery e  @uevume(Default)y gemuinsssane
FHmw LweuGFBE. 2 coralemnwd HmEHGL BGursid GUussBo CHTermi.

Back :Back Qurggmer sueig $BOUTEH o 66l LEsSHMBE (PhHHW LHSHHMBES
OF60eVILD.

Reload ! HanuliusssHms Gmaniul CFaisdhded Reload GsuidBg.

Bookmarks : uwerflamed Osfle) OQFUWNLGD  E)EERIULSHETD DIV
LEBHMSH Crafldb@b CaTiLEmBUWITEGLD.

Private Window [/ Incognito Window : wuwweriasefen &)\emeuuL
2 eunalsssalcosamen seaiaiulsd CFllliuemnssd Haljssipg. oICFLITE Brise6l
Qurgis saflel  Slsbevd USIIULL Sl UWETUGSSHID Gurgl o migel
FOUBSILILL  SHBULDHEHHEG SANHHEDD OBEID  LUTHISTUSDUULD — SHHSBSI.
“Incognito Window” e_eurellenuwitt LwsLGGsioug Ufbsienyoasibh @ ngl.

Addons / Extensions : “Add-on”  wpmib  “Entension”  ereitLie
Gammdsemig(Plug in) o151 Gmeanuw o eoralule QFLBUT L I@IDHSBBSI.
(12 yeirerflaeir)
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2017.06.01 15 FHosHu STETH (LpSITEmETTLL Lol GuemghFsu
OgTLguTens.  ES5HILsn EenemssUul(Bemsm  sugsusnlolyssTar  WwHUEH
paplmas  gwel OFlg  SESEHHEG  ULESEID.  HEUeIYELENLOLILE ST
Ogmhen u slsursmmEsene G5 suflluLsdler GenamssUul (HeTsmnsn. 2 RIS
slsmaviosmialst FTHMSHMBTEN  BHSH  Housmemssn, £ ZHIUTHD  OOHOID
ugmofliy =il susnamsst Gurenpsunsnpun HOLd(Fss0 Geusm(HLD.
e,
B_aRTEnL0LL|ETTET,
(02 ushefas)
e Gluwmiun o
(02 yeanail®ma)
@ smemrLiy (02 wsitsmmsir)
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(a)

(i)

(ii)

(iii)

(iv)

(v)

(vi)

Thesaurus : “Thesaurus” @een uvweLGSHSH Brser “Synonyms” (GsueiGeumsi
AEInE T 6] &H(HSSH) LOBMILD “antonyms” (1P THBHHBHIF OEAEL 1))
©)MEILILITTE&B(LPLGQULD.

Track Changes : 2 miseT SLamisded LOTBBEIGET WTJ o (HeUTHEHE0MD  6TeILIMmS
pRIseT UTTéEs elmpbup Gurgd Brisem “Track changes” eanid SIbFHmsd HBss
Gouawitid. priwer “Track changes” @even Pmibsid Gurg Gamed U OTHBBHDS
CFuleuensd BBISHISBH. HHIG6ET DUBOB HSBDID auemy, gndarGeal USlaCFwIwLLILILL
6b& LOTBBHIGEHID SLOUIIHHD GHNHSLILIBID.

Table of Contents : ‘TOC” s OFmieogmiphs apalamibHed @b (WHHw CUTg
SIDbFITGID. wwsCrrami’ Geau skl 6hHCeuTm augalemeti(style) LNyGuiressmed
am “TOC” 2 (haundb@HauspBaTar uTUIlL] SDIIDHILSET pevld  BRIG6T G L
uGHUId @b Oamed Slevevg CFmm Gudser “TOC” cpeuld 2 (HouThbdld GHTETETEOTLD.

Page Break : aniosG@yrami’. Gaul’ sueigh BHIG6T QLaIenid @alens o (hauTd@b Guirg)
@aleuTh ubsSHHe (Wgalid SHeeiFmFwrs “Page break” @emer OFmH&GSHBSHI.
PRIB6T Sl FaauBpid speuamibHed Goum el 58saud “Page break” @emen
Caiss wigub. “Page break” @mer Gsyss e, QFHTLsslierel B USBHHBES
BEIbSINGID.

Watermark : pis@ise ouaid 2 )  Se00%H  LILBIGET  clpeld S elemTSHle0
TSHBIHHEDHG LaGpld  SimwpHmsan. “Draft” eowpveg “Confidential”  Gumeims
2 M BIHGBIGEMeTUD o MHeT ialenimiseisy CFJHHIbCHTeTeTeUTD.  DSHEITFTLIL
Gaullged BIS@Y STLfwsd o srengl. Sbuel GBPuiG Gumeipy o miseT al(pluliug
2 (HEUTHHUID B TEITET6OTLD.

Themes : “Theme” gmearni MCLTHSHH o MiseT SLaImISmS OGAID eleDTaITEHM|LD,
HGaTHaD @mh FBbHd Spaeorsds Csmerererd. “Theme” syeig @ CFHTHH
PIBRIS6T, @ OFHTGHF WSBIHBHET LOBEBID @ OHTGEH SHUICUT[HeT CHTBBHISMETSH
OamewiL augeuemolilsh BHiTeum@Lb.

(12 yeiterileeiT)

(b) “SmartArt” syeng sm fgry oeNdmasd SIS, U Goumul L  HanECsTevshd 60 [hbdl

alenyeuTsd BEBID B)eVGHTS E)HEWT 2 (HeUTSHEH S 0\BTEITET6OTLD.

‘WordArt” syeig  salegans o oydsg oIGFL  aigeaumlieny  aupbiGHpg. “WordArt”

ST Fwensulled G)HbEH aIgeUeLDLILBHEm6NLT  CLMB6OTLD.
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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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