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          gFjp - A
FWNehf;F tpdhf;fSf;fhd tpilfs; (OTQs)
,UgJ (20) fl;lha tpdhf;fs;.

(nkhj;jk; 40 Gs;spfs;)

tpdh 01 ,w;fhd gupe;Jiuf;fg;gl;l tpilfs;   
 tpdh ,yf;fk;  tpilfs;

 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   gbtk;

 1.12   ika ml;ltiz

 1.13   Paste Special

 1.14   Add Notes

 1.15   Spam

 1.16   Google Chrome

 1.17   rup

 1.18   gpio

 1.19   rup

 1.20   gpio         (40 Gs;spfs;)

,yq;if fzf;fPl;Lj; njhopy; El;gtpayhsu; fofk;

fy;tp kw;Wk; gapw;rpg; gpupT

[dtup 2018 guPl;ir

(SS2) jfty; njhopEl;gtpay; jpwd;fs;
gupe;Jiuf;fg;gl;l tpilfs;

gpupT  A  ,d; epiwT
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tpdh 02 ,w;fhd gupe;Jiuf;fg;gl;l tpilfs; 

(a) (i) 
	 	 •	 Kjypy; Nj.m.m.,y. ,d; juT tifia “Short Text” vd mikf;f.

	 	 •	 “Filed	properties”	,w;Fr; nrd;W gpd; “Input Mask” ,y; gpd;tUkhW jl;lr;R 
nra;f #########”V”.

	 	 •	 (xd;gJ “hash” milahsj;ij njhlu;e;J ,ul;il Nkw;Nfhs; FwpapDs; “V” 
,id jl;lr;R nra;f.

(03 Gs;spfs;)

khw;W gjpy;

(a) (i)  Nj.m.m.,y. Gyj;jpw;F “Input Mask” ,id gad;gLj;jp ,r;nraw;ghl;il 

newpg;gLj;jyhk;. ,g;GykhdJ 10 vOj;Jf;fis kl;Lk; cs;thq;Fk;. 9 

,yf;fq;fisAk; mij njhlu;e;J “V” ,izAk; cs;thq;Fk;.

 
(a) (ii)  “Table properties” ,w;Fr; nrd;W. (“Design view” ,y;> “table” ,idr; njupT nra;f> 

gpd; “property sheet” ,id “show/hide chunk” ,y; ,Ue;J nrhLf;Ff. 
  “Validation rule property” ,w;Fr; nrd;W.
  “Expression builder” ,w;Fr; nrd;W. gpd;tUk; “Expression” ,id jl;lr;R nra;f. 
  [DOR] > [DOB]

  DOR MdJ gjpT jpfjpiaAk; DOB gpwe;j jpfjpAkhf fUjg;gLfpwJ.

(03 Gs;spfs;)

(b)
 (i)
  toq;fg;gl;Ls;s cjhuzj;jpy; 6 Gyq;fs; kl;Lk; cs;sJ. juTfs; 

tiuaWf;;fg;gl;Ls;sjhy; vf;nry; tpupjhspy; NghJkhdJ.  

(03 Gs;spfs;)

 (ii)  ngupa mstpyhd juthapd;> juT tupirg;gLj;Jk; NghJ vf;nry; tpupjhshdJ Nghjpa 

tpidj;jpwdhf ,Uf;fhJ. ,jw;F juthdJ juTj;jsj;jpy; fsQ;rpag;gLj;JtJ 

kpfTk; tpidj;jpwdhdjhFk;. 

(03 Gs;spfs;)

          gFjp - B
ehd;F (04) tpdhf;fSf;F kl;Lk; tpilaspf;f.

(nkhj;jk; 60 Gs;spfs;)
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(c)  tpdty;fshdJ> ml;ltizapy; Fwpg;gpl;l juit kPl;nlLf;f ngUk;ghYk; 

gad;gLj;jg;gLfpwJ. mwpf;ifahdJ tpdtypy; kPl;nlLf;Fk; juit xOq;FgLj;jp 

kw;Wk; tbtikj;J fhz;gpf;Fk;. 

(03 Gs;spfs;)

(nkhj;jk; 15 Gs;spfs;)

tpdh 03 ,w;fhd gupe;Jiuf;fg;gl;l tpilfs; 

(a)

 G4 Ez;ziw   ⟶ 300

 G5 Ez;ziw  ⟶ 600

(04 Gs;spfs;)

(b) =(G3+D3)

 ngWkjpahdJ 48,300

(04 Gs;spfs;)

(c) =H3/10

 ngWkjpahdJ 4,830

(04 Gs;spfs;)

(d) =H3-I3

 ngWkjpahdJ 43,470 

(03 Gs;spfs;)

(nkhj;jk; 15 Gs;spfs;)

tpdh 04 ,w;fhd gupe;Jiuf;fg;gl;l tpilfs; 

(a) accountant@businessit.lk 

(b)	 dirfinance@jazz.co.uk

(c)	 ceo@jazz.co.uk	

(d) Re: BPO partnership proposal

(e) N[hd; rpNkhd;];

(f) tpFk; ypadNf
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(g) tpFk; ypadNf

 fzf;fhsu;> Business IT (Pvt) Ltd

 ,y. 5> fhyp tPjp> nfhOkG; 6>

 njhiyNgrp / njhiyefy; : +94 112 345 678.

(h) VNjDk; Nfit ngaupy; Doc my;yJ Docx tbtikg;gpy;.

(nkhj;jk; 15 Gs;spfs;)

tpdh 05 ,w;fhd gupe;Jiuf;fg;gl;l tpilfs; 

(a) 1.  “google.com” Nghd;w ,iza NjLk; nghwpf;F nry;yTk; my;yJ ,iza 

cyhtupapy;> Kftup jl;lr;R nra;Ak; gFjpapy; “,yq;if ehza khw;W tPjk;” 
vd;W jl;lr;R nra;aTk;. 

 2.  Njly; Kbtpy; KjyhtJ my;yJ ,yq;if kj;jpa tq;fp ,izg;Gld; ehza 

khw;WtPjj;Jld; njhlu;Gilajhf ,Uf;Fk;. 

 3.  tpw;Fk; tpiyiaf; fUj;jpy; nfhz;L kw;Wk; 15>000 mnkupf;f nlhyUf;F ,izahd 

,yq;if &ghit fzpf;fTk;. 

(04 Gs;spfs;)

(b) 

 (i)  Voice over IP nkd;nghUs; / “nkhigy; mg;” Mfpad ,UtUf;fpilapyhd miog;ig 

nkhigy; tiyg;gpd;dy; ,y;yhJ nra;a mDkjpf;fpwJ.

(02 Gs;spfs;)

 (ii)   njhlu;G nfhs;sNtz;batu; ,yf;fk;> nkhigy; juT ,izg;G (mobile data 
connection) 

(02 Gs;spfs;)

 (iii)  FWe;jfty; MdJ mul;ilf;F gad;gLfpwJ. njhlu;Gnfhs;tjw;F ,yFthdjhFk;> 

FWe;jfty; gjpyhf Fuy; miog;Gk; nra;J nfhs;syhk;. glk;> fhnzhspfis 

gfpuTk; ,yFthdJ.

(03 Gs;spfs;)

04



SS2 / ITS jfty; njhopEl;gtpay; jpwd;fs;05

(c)  jfty;fis Nkhrbahfg; ngWjy; MdJ gadu; ngau;> flTr;nrhy; kw;Wk; fldl;il 

jfty;fis Nghd;w kpfTk; ,ufrpakhd jfty;fis ngWjyhFk;. ,iza 

jpUlu;fs; tq;fp ,izaj;jsj;ijg; Nghd;W cUthf;fp> mjpy; gadu;fs; mJ Ng-

hypahdJ vd;W njupahJ> kpfTk; ,ufrpakhd jfty;fis nrYj;Jfpd;wdu;. gpd; 

jpUlu;fs; mj;jfty;fis vLj;J cz;ikahd tq;fp jsq;fspy; gpuNahfpf;fpd;wdu;. 

    cjhuzk; :

  rl;lg;gbahdJ   : https://www.ebank.peoplesbank.lk/eb/index.html

  NghypahdJ     : https://www.ebank.peoplsebank.lk/eb/index.html

(04 Gs;spfs;)

(nkhj;jk; 15 Gs;spfs;)

tpdh 06 ,w;fhd gupe;Jiuf;fg;gl;l tpilfs; 

Part gad;gLj;Jk; mk;rq;fs;

(a) •	 “crop”	mk;rk; (format ribbon ,y; “size”	Jz;by; cs;sJ.)

(b) •	 “center”	mk;rk; (home ribbon ,y; “paragraph” Jz;by; cs;sJ. 
(Ctrl + E) 

(c) •	 “Change	Case”	mk;rk;> nrhy;iy “upper case” ,w;F khw;wjy; 
(Ctrl + E)

•	 “Text	Effects	and	Typography”	mk;rk;>

•	 “center”	mk;rk; MdJ ,lj;ij khw;Wtjw;F.

(d) •	 “center”	mk;rk; MdJ ,lj;ij khw;Wtjw;F. (Ctrl + E)
•						“th” ,id njupT nra;J “superscript” nra;aTk;.

(e) •	 “Change	Case”	mk;rk;> nrhy;iy “upper case” ,w;F
•	 khw;wjy; “Bold and Underline” mk;rk; %yk; Njhw;wj;ij 

khw;Wjy;.

(f) •	 “Align	Right	”	mk;rk; %yk; ,lj;ij khw;Wtjw;F. (Ctrl + R) 

(g) •	 Mtzj;ij njupT nra;J gf;f vy;iyia Nru;j;jy;.

(02 Gs;spfs;)

(02 Gs;spfs;)

(02 Gs;spfs;)

(02 Gs;spfs;)

(02 Gs;spfs;)

(02 Gs;spfs;)

(02 Gs;spfs;)

(nkhj;jk; 15 Gs;spfs;)
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tpdh 07 ,w;fhd gupe;Jiuf;fg;gl;l tpilfs; 

(a)
(i)   Action Buttons ,jidg; gad;gLj;jp> mspf;ifapy; “action” fis ntspg;gLj;j 

KbAk;> mjhtJ mLj;j my;yJ Fwpg;gpl;l gltpy;iyf;F 

nry;Yjy;> epfo;r;rpia my;yJ fhnzhspia ,af;Fjy;. “shape 
gallery” ,y; ,Ue;J action button ,id ngw;W> gpd;du; Rl;bil 
nrLf;f my;yJ Rl;bia button ,w;F Nky; efu;j;j nraw;gLk; 
tpjj;jpy; action ,id epakpf;f Ntz;Lk;.

(ii)  Slide Master xNu vOj;jU kw;Wk; glk; (,yr;rpid) vy;yh gltpy;iyfspYk; 

tUtjw;F> ,k;khw;wq;fis Slide Master ,y; nra;tjd; %yk; 

vy;yh ,lj;jpYk; tur; nra;ayhk;.

(iii) Rehearse Timing ePq;fs; cq;fs; mspf;ifia guPl;rpf;Fk; NghJ> xt;nthU 

gltpy;iyAk; vt;tsT Neuk; fhl;rpg;gLj;j Ntz;Lk; vd;gij 

gjpT nra;a KbAk;.

(iv) Hide Slide Njitg;glhj gltpy;iyfs; ePq;fs; fhl;rpg;gLj;Jk; NghJ 

Njhd;whJ.

(v)	Slide	Size	(4:3),	(16:9) ,t;tpU njupTfSk; mspf;if fhl;rpepiy tpfpjkhFk;. Gjpauf 

gltPo;j;jpfspy;	(projectors)	mfd;wjpiu (16:9) gltpy;iy msTk; 

kw;Wk; gioa gltPo;j;jpfspy;	(projectors)	(4:3)	msTk; gad;gLj;j 

KbAk;. rpwe;j fhl;rpia ngWtjw;F gltpy;iyiaAk; 

jpiuiaAk; xUikg;gLj;j NtzLk;.

(vi) Presenter View ,t;tk;rj;jpd; %yk; mspf;if nra;gtu; jdJ fzpdpapy; “speaker 
note” ,idg; ghu;f;f KbAk;. mNj Ntis ghu;itahsu;fs; 

gltPo;j;jp %yk; KOikahf ghu;f;f KbAk;.

(nkhj;jk; 12 Gs;spfs;)
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(b)
	 a)		 “file	tab”	,id nrhLf;Ff ⟶  “Save as” ,id njupf  ⟶ “Browse” ,idj; 

njupf

 b)   “Tools” ,id nrhLf;Ff “Save as” ciug; ngl;b Njhd;Wk;.

 c)  “General” njuptpidj; njupf.

 d)   “Password” ,idf; nrhLf;fp> Njhd;Wk; ciug; ngl;bapy; “Password” ,idj; jl;lr;R 
nra;f.

 e)  “Password” ,idj; kPz;Lk; jl;lr;R nra;J> “OK” ,idr; nrhLf;Ff.

 f)  “Password” ,idf; nrhLf;fp> ciug; ngl;bia khw;wk; nra;J> “Password” ,idj; 
jl;lr;R nra;f.  

 g)  “Password” ,idj; kPz;Lk; jl;lr;R nraJ> “OK” ,idr; nrhLf;Ff.

 h)  “save” ,idr; nrhLf;Ff.

(04 Gs;spfs;)

(nkhj;jk; 15 Gs;spfs;)

07

gpupT  B  ,d; epiwT
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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.
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