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@mugd (20) sLLTW elemease.

(Qurisd 40 Leiefiseir)

eleim 01 @masmen UfbGHienFoHsiUL L elenL S6i

elledim @6V SHID allemL_&b6iT
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 LIg6)LD

1.12 EMLOU!  SIL L 6)ED 60T
1.13 Paste Special
1.14 Add Notes
1.15 Spam

1.16 Google Chrome
1.17 &l

1.18 Llemip

1.19 &)

1.20 Llemip

dfley 4 @i Blewpey

(40 yeiterfessiT)
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BIei@ (04) elemeseEndd@ WG elenL weldbs.

(Qurgsld 60 Leiefissir)

el 02 @mamen UfibgHienyoHsiUlL elenL&ei

(a)

LTHBHI UFH6d

(a)

(@)

(b)

(1)

(1)

(i)

(i)

(i)

° (WHeled BH.o.o.Gv. et FHIe| eusmBemwl “Short Text” sterr Diewiod®.

*  “Filed properties” @B&F OFeim e “Input Mask” @ev  Lleiieumonm S L F
QFule HHHHHHIHTV.

* (gsugl “hash” simLwutabms OHTLIbe @yl Cupstst @fulaist “V”

Qe HULFFH OFUIs.

(03 yeiariaei)

Cx.o1.a.80. LeusHb@ “Input Mask” Gewerr  LweLGHE  BFCFWIBLTL DL
CEPULGHSHeTD.  @lievwrergl 10 slpHHIbHmen LB 2 _6TuThiGD. 9

RVHBBIBMEMUD DfenFH OHTLJHEH V' Qenemiulld 2 6TaITmhIGLD.

“Table properties” @B&F Gyl (“Design view” @ev, “table” Qemeng OFHfle) GFuis,
Mest “property sheet” @emenr “show/hide chunk” @ev Rwbal CFTHEGHS.

“Validation rule property” @b&&F OFeiyI.

“Expression builder” @B@&& Qaeiiml. eeumid “Expression” @ement HI L &FFH QFulis.
[DOR] > [DOB]

DOR gz ugdle) dasdepwiujio DOB 1nhs SHesujons smSULGABESI.
(03 yeiterilaeiT)

GULDMRISBLILIL (B6iT6rT 2 FHMyemidHad 60 6 L|6VMRIS6IT Lo (BLD 2_6I61G). BT 66T

QUMTWINISSLILIL (B6TTeNHTe0 61h60Fe0 alfldHmeaied GUTHIDTEIS.

(03 yeiterfasiT)

Quiflw Sieeilevmer HIeuTuile, Hre| auflendFlILIGHHID CUTH 61660F60 allflemenmerg GuiTaul
slnaisSpents Qnss15. BHBE SIMUTNH SINSSNSH0  BeMehFAUILGSSINSI
BRI 6360601 BETT 60T HIT G LD.

(03 yeiterasiT)
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(c) afleeusosenmangl, Sl Leasnemiuilsd @UEILILL  srewey  BLOL(BES  QUEHLTEID
LWTUGSSLUILGSBH. DifiEmaswiarsl alaraslsy 5L CL GG HImel QUBIGLBHS

LOBEID MYRIHIDSHEHI BTG G LD.
(03 yeieriaeiT)

(Grgeb 15 Ueiteflseir)
elleim 03 @mamen UfbGHienFoHsiUL L elenL S6i

(a)
G4 miswrewmieny  — 300

G5 miswiemieny  — 600

(04 yeiterfasiT)
(b) =(G3+D3)
Cuuogdlwirengl 48,300
(04 yeiterfapsiT)
(c) =H3/10
Cupogdwirengl 4,830
(04 yeiterfassiT)
(d) =H3-13
Quuogdlwireng) 43,470
(03 yeiterflasiT)

(Grgsb 15 Ueiterfllssir)

elleim 04 @bamen UfbGHienFoHslIUL L elenL S6i

(a) accountant@businessit.lk

(b) dirfinance@jazz.co.uk

(c) ceo@jazz.co.uk

(d) Re: BPO partnership proposal
(e) Gegmett  FGLomesTord

® al@b ewerds
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(2) oG 6wenBs

semabareny, Business I'T (Pvt) Ltd

@ev. 5, 160 &g, Qsmgol] 6,

CamemevBLd) / GaTemsupasd 194 112 345 678.

(h) gBpamid Bmsmey GUWIflsd Doc oisvsugdI Docx  sulgeuemioliLisn.

(Grgsb 15 yeiteflaselr)

elleimr 05 @mamen UfibGHienyossiUl L elenL &6i

(a) 1.

(b)
(1)

(i)

(iif)

“google.com” BGumeis  @ewewil  BHGBI QUGG GF6L6VOID  DiGVEVHI  GeHEIU
o eumauflufley, pseufl HULFH QFUIWD UGSHUTL “Eevmlend HTewill LOMBHl 6l
el HLULF&H GFuiwe|d.

BapL6d (pigellsd (HeUTeUSHI DisVEVH EVHIENS DHH Ul GURIE  EYeDeUTLILIL 68T  [HT6wIlL
LOTBBITHHHIL T QBHTLTLHLWHTH RHBELD.

aIBGID elmsvemuids HHEHHe0 @i BMID 15,000 6IfeHes G TevHdbE Een6mTuimen

B6UBIENE  HLITENGN 601 bH|LD.

(04 yeieriaseiT)

Voice over IP GosiiQum el / “Oiomeniist i1 Spdluien G medHaaen_ uNeorer ieniplientl

QomemLish elemsvliLTsiTesy Es060THI CFUILI HIDHHHBSHI.

(02 yeieriaei)

&L  GsmetenGsuswiguian] @evbsd, OoTenusd  Hrey Gewswili] (mobile data

connection)

(02 yeiterfasiT)

GBIHHHAID UNH DT ML &HG LUWLSTLUGHEBEHI. OHTLTUCET6TaSHBEH De0E&UTOIHTESLD,
GDIHHBAI0 UHOTH GIed MPLILD OFuIgH GdTeitensomd. LD, STGewmeildene

USTOID EeVE&HMTISHI.

(03 yeiterflassiT)
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(©)

HBHaUVHMET GoTFiQuITHLI CLIBIFHED e Liwlen] LW, &L 6eFOFTed LoMmID HL 6ol DL

HBIVHMET  GUTEIB  HOD  RTHFUIDTRT  HHOIVHMEN  CLIBIHEOTGID.  Eenemiul

HMLIB6T aUBIE SenewTbHHeNHmBL CUTHIH 2 HauTHd, DUFHed UwenfmeT g Gu-

Tellwimenigl eleiiml OHFlwngl, Wsad QraFwnme HHelc0HM6N OFevhHHIdameny. s

HHLIBET DIFHHB6IVHMET 6T(HHFH 2 TIENIOUITET GUMHIE HeNmhibeTev L1F6uimasdalsmen.

2 _SHIJ6ewID :
FLULLILIQUITGIZ) : https://www.ebank.peoplesbank.lk/eb/index.html
GumeSwimena) : https://www.ebank.peoplsebank.lk/eb/index.html
(04
(Gorg s 15
elleim 06 @Bamen LfbGHienFoHsILL L elenL S6iT
Part UWSILGSHSID DIDFHIHEIT
(a) “crop” oibgib (format ribbon @ed “size” Hleniiged 2 _6iT6ngl.) 2
(b) “center” sibgib (home ribbon @ev “paragraph” siemigsd 2 _6iT6Mg).
(Ctrl + E) (02
() “Change Case” oibgb, GFmevsmev “‘upper case” @B@ LoTBBSH6D
(Ctrl + E)
“Text Effects and Typography” oibgid, (02
“center” oIbFID H QL HMSH LOTBBIOISBES.
(d) “center” oIbFID YeiFH QL HmdH TBBIISBG. (Ctrl + E)
“th” @ewen Osfley GQeuig “superscript” G&FuiwaLD. (02
(e) “Change Case” oibgib, Gamsvemsv “upper case” @B&
wrimssd “Bold and Underline” oibgib cpeoid CHmimems 02
LOMBMISHEL.
® “Align Right ” subs1b cpsoid @1 Hemg womBBIsBE. (Ctrl + R) 02
(2) Seleibmsd Osfle) QFuis LSS eevemevenul GF)dHEHe0. 02
(Gorgsb 15

Ysiter&61T)
LsiterN&6iT)

LsiTerila6iT)

Ysiter & 61T)

Ysiter & 61T)

LisiTerila6iT)

LsiTerila6iT)

LsiTerila6iT)

Lsiterf&6iT)

LsiTerila6iT)

SHH6U6L OFHTPHI_Lelulsd Hpersein



elemm 07 @mamen Ufbgienyhaiul L elenL a&6ir

(a)

(i) Action Buttons

BFHmarll LWeLBSHS, efdemauisy “action” sewen GeusmlLIGdH S
(PRUD, ABTOIH DBDHS Svevdl GBPULILL  UL6elsOm6evsE
CFsLIFHE, BBFFenU Disvsvd HTOmIMaNlenwl RuidsE&HHs0. “shape
gallery” @60 @&l action button Gewewt OUB®I, Llsiien FiL lgemL
CFhss Sisvevdl &Ll lgenwl button @BE@& Gwsd BHIHH GFWLBLEHLD
aleHFHe0 action Qenedr Buwidlsbs CeusmtBLD.

(i1) Slide Master

@67 1SS ®m BMID LLLD (BevFdlenen) 6T6060T LIL e)Mls0en60&H616VID
ABHASBSH, RbworBprisenst Slide Master @60  GFulougbesr  eLpsvld

616060 B HFHVID ITF CFUILIGOTLD.

(ii1) Rehearse Timing

BhIEsT 2 MmeeT Slefldbensamu  Ufl He@n  Cursl,  e@eubsumm
UL eilsbemevuid  eteladee) GBI ST FlILBHSH BCalswi(BD  6T6TLINS

ugdley GFuiwl (LplQub.

(iv) Hide Slide

CaremallLLmg  LLeleOeneudeT  BhiGeT ST FLUBHHID  Gurg

G gl

(v) Slide Size (4:3), (16:9)

R6uaim OFfleyseEnd Sefbens SM_Fpemsv aMNFHOTGWD. LUHWTH
UL efpsHseaiev (projectors) sissipdleny (16:9) LLallebensv DisneD
OBEID LW UL afipddsaisv (projectors) (4:3) oiened LWSTLIGHS
wpub. by sTLdow  QUBIISBE UL elsLensvmUIULLD
FHemFeUILD @HMLILIGHSH GouewrBLb.

(vi) Presenter View

BsieNbFSHH6 cevld ieldemad GFuiLal] Haisl senflafulsy “speaker
note” @ewenrl UTFHS  (plguld. I8k Beusmen  LITTemeUUITENTH6IT

UL6TIpSHE (psvld (Lp(QEMIDUITES LITTHES  (LPIQULD.

(Grgsb 12 yeiterflssir)
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(b)

2
h)

“file tab” @ement QFTBHGHH — “Save as” @ement Oxfles — “Browse”  @emend
Osfls

“Tools” @ewerr GFTHHGHBD “Save as” 2 eyl QUL Ly GHTEIBID.

“General” O flalenend GHfs.

“Password” @enenids QFTBSHS, CHmerimid 2 eyl QUL iguisy “Password” @ewends S L Fa

Qsuis.
“Password” @emends 18eiBId FHI L s GFuigl, “OK” QewenF QFT(HdHEHS.
“Password” @emenis GFTHHE, 2 eyl QUL igenuwl BB OFuigl, “Password” @ensnd
FHLFH QFuis.
“Password” @emends 18eiBld FHILFs GQFwgl, “OK” Qewend QFT(HdHEHS.
“save” QemenF OFTHHGHS.
(04 yeieriaseiT)
(Grgsb 15 yeitefllssir)

Hfley B @eir Blewmey
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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,
designed 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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