
 

        (Information Technology Skills) 
  

 

fuu m%Yak m;%fha m%Odk wruqK jkafka f;dr;=re ;dCCIK l=i,;d ms<sn`oj whÿïlrejkaf.a 

kHdhd;aul yd m%dfhda.sl oekqu mÍCId lsÍuh' f;dr;=re ;dCIK fhojqï ld¾hd,Sh mßirhla ;=< 

m%dfhda.slj fhoùu ms<sn`o oekqu fuu m%Yak m;%h id¾:lj iu;aùu i`oyd WmldÍ fõ' fuu úIh 

f,dalfha b;du fõ.fhka ixj¾Okh jk úIhla jk w;r fuu úIh wOHhhkh lsÍu u`.ska 

f;dr;=re ;dCIKhg wod, kj ixl,am Bg wod, lafIa;%hka ms<sn`o oekqu hdj;ald,Sk lr.; yel' 

fuu m%Yakh u`.ska f;dr;=re ;dlaIK l=i,;d ms<sn`o oekqu idrdxY.;j mÍCId lr we;'  

iïmQ¾Kfhkau ish,qu whÿïlrejka mdfya fuu m%Yakhg W;a;r ,shd ;snqKs' fndfyduhla 

whÿïlrejka uq`M ,l=Kq 40  ka idudkH ,l=Kq m%udKhla ,ndf.k ;snqKs' iSñ; whÿïlrejka msßila 

Ms Access,  Ms Exel    Ms Power Point j,g wod, m%Yak i`oyd W;a;r ,shd fkd;snqKS' ;jo iuyr 

whÿïlrejkag f;dr;=re ;dlaIK mßirhlg wod,j kS;suh yd wdpdrO¾udkql+, ms<sn`o m%udKj;a 

oekqula fkdue;s nj olakg ,eìKs' 

 

‍fuu m%Yakfhka o;a; mokï l<ukdlrK moaO;s yd uhsfl%dfid*aÜ welaiia iïnkaO oekqu 

mÍCIdlrk ,oS' ish`Mu whÿïlrejka mdfya fuu m%Yakhg W;a;r ,shd ;snqKs'  

(a) fldgi fuu`.ska o;a; mokï l<ukdlrK moaO;shl jdis mÍCIdlr we;s‍ w;r nyq;rhla 

whÿïlrejka  ksjerÈj ms<s;=re imhd uq`M ,l=Kq ,ndf.k ;snqKs' kuq;a iuyrla whÿïlrejka 

o;a; mokï l,ukdlrK moaO;shl jdis fjkqjg ,laIK ,shd ;snqKs' 

(b) fldgi fuu.ska uhsfl%dfid*aÜ welaiia uQ,sldx. j,ska bgqjk wruqKq meyeÈ,s lsÍu mÍCId lr 

we;' ie,lsh hq;= whÿïlrejka msßila Tables, Forms, reports hk m<uq fldgia ;=k i`oyd 

W;a;r ,shd ;snqKs' kuq;a nyq;rhla whÿïlrejkag Queries yd Macros j, wruqKq meyeÈ,s 

lsÍug fkdyels úh'  
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ms<sn`oj whÿïlrejkaf.a oekqu fhda.H Y%s; ,súu yd wjYH f;dr;=re iQ;% u`.ska ,nd.ekSu ud¾.fhka 

mÍCIdlr we;' fuu`.ska whÿïlrejkaf.a m%dfhda.sl m<mqreoao mÍCId‍lsÍu ksid iSñ; whÿïlrejka 

msßila muKla fï i`oyd W;a;r ,shd ;snqKs 

iSñ; whÿïlrejka msßila b yd d fldgiA i`oyd ksjerÈ iQ;%h ,shd ,l=Kq ,ndf.k ;snqKs' flfia 

fj;;a nyq;rhla whÿïlrejka msßila  a c yd e hk fldgia i`oyd W;a;r ,shd fkd;snQ w;r 

iuyfrla wod, ke;s W;a;r ,shd ;snqKs' 

ld¾hd,hSh mßirhla ;=, úoHq;a ;eme,a ikaksfõokh Ndú;d lsÍfï yelshdj mÍCIdlr we;' úl,am 

m%Yak w;=frka jvd;au ukdmhla olajd ;snQ m%Yakh fuh úh' whÿïlrejka ish`M fokdu mdfya fuu 

m%Yakh f;dardf.k ;snQ w;r" iïmQ¾K ,l=Kq ,ndf.k ;snqfKah' 

flfia fj;;a iq`M;rhla whÿïlrejkag m%Yakfha i`oyka lr we;s mßÈ wEkag cc lsrSu u`.yer we;' 

;jo ;j;a iq`M;rhla whÿïlrejkag f.dkq i`oyka lsÍug fkdyels úh' 

fuu m%Yakh f;dr;=re moaO;sj,g wod, moaO;s md,khka yd fN!;sl  md,khka ms<sno oekqu mÍlaId 

lr we;' iEu whÿïlrefjlau mdfya fuu m%Yakh f;dardf.k ;snqKs'  

(a) fldgi  

fuu`.ska iudc udOH i`oyd kS;s úfrdaë m%fõYhka j,ska wdrCId වීම‍i`oyd .;hq;= mshjrhka 

,súu wjYH úh'  

(b) fldgi  

fuu`.ska f;dr;=re moaO;sh wdrCIdlsÍu i`oyd .;hq;= fN!;sl md,khka ,sùu wjYH úh'  

(c) fldgi 

—fuu`.ska wka;¾cd,hg m%fõY jkafka kï fkdokakd oafõYdx. j,ska mß.Klh ydkshg 

m;aúh yelsh'˜ hk m%ldYh iu`. tl`. jkafka oehs idOdrKSlrKh lrk f,ස olajd ;snqKs' 

ie,lsh hq;= whÿïlrejka msßila fï i`oyd ;d¾lslj W;a;rh idOdrkSlrKh lr ;snqKS' 

(d) fldgi  

fuh iDcqju iaj-wOHhk mdvïud,d oekqu mÍCId lr we;' kuq;a b;d iq`M whÿïlrejka 

msßila muKla ksjerÈj W;a;r ,shd ;snqKs' tu`.ska nyq;rhla whÿïlrejka msßila iaj-wOHhk 

mdvïud,d wOHhkh lr fkdue;s nj fmkS .sfhah' 
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uhsfl%dfid*aÜ j¾âj,g wod,j mo ieliSfï ksmqK;djhka ms<sn`oj whÿïlrejkaf.a oekqu 

mÍCIdlrk ,oS' nyq;rhla whÿïlrejka fuu m%Yakhg W;a;r ,shd ;snqKS' 

(a) fldgi   

fuu`.ska uhsfl%dfid*aÜ j¾âj,g wod,j fok ,o wx. u`.ska bgqlrkq ,nk ld¾hhka meyeÈ,s 

lsÍug wjYH lr we;' m%Yakfha (i) Prnt Preview, (iii) Auto Tex yd (vi) Supercript hk wx. 

j,g ksjerÈ W;a;r ලිùug nyq;rhla whÿïlrejkag yels ù ;snqKs' Track Changes, restric 

editing iy navigation pane meyeÈ,s lsÍug yels ù ;snqfKa b;d iq`M whÿïlrejka msßilg 

muKs' nyq;rhla whÿïlrejkag m%udKj;a m%dfhda.sl oekqula fkdue;s nj olakg  ,enqKs' 

(b) fldgi  

—uhsfl%dfid*aÜ j¾â f,aLKhl jpk iy wl=re .Kk f,aisfhka fidhd.; yelsh'˜ hk 

m%ldYkh iu`. tl`. jkafkao hkak idOdrKShlrKh lrk f,i m%Yakfhka olajd ;snqKs' 

fuh m%dfhda.sl m%Yakhls' flfia fj;;a ksjerÈ W;a;rh ,nd oS ;snqfKa iq`M;rhla 

whÿïlrejka msßila muKs'  

fuu m%Yakh u`.ska uhsfl%dfid*aÜ mj¾fmdhskaÜj,g wod,j bÈßm;alsÍfï uDÿldx. ms<sn`o oekqu 

mÍCId lrk ,oS' idudkH whÿïlrejka msßila fuu m%Yakh i`oyd W;a;r ,shd ;snqKs' 

(a)  fldgi  

 fuu`.ska uhsfl%dfid*aÜj,g wod,j fok ,o wx.hkaf.ka bgq flfrk ld¾hhka meyeÈ,s lsÍu 

wfmaCIdlrk ,oS' fuu fldgfia  (i) Slide template, (iii) slide tramsitions (iv) Side animatios 

hk wx.j,g ksjerÈ W;a;r ,sùug Tjqka w;=frka nyq;rhla whÿïlrejkag yels ù we;' kuq;a 

nyq;rhla whÿïlrejkag Clip board, slide size iy slide libry hk wx. meyeÈ,s lr fkd;snqKs'    

tu`.ska nyq;rhla whÿïlrejkag uhsfl%dfid*aÜ mj¾fmdhskaÜ ms<sn`oj m%udKj;a m%dfhda.sl 

oekqula fkdue;s nj olakg ,eìKs'   

(b) fldgi  

fuh m%dfhda.sl m%Yakhla jk w;r oS we;s l=vd isoaOdka;hlg wod,j úi`ÿula n,dfmdfrd;a;= 

úh' nyq;rhla whÿïlrejkag fhda.H úi`ÿula ,nd oS uq`M ,l=Kq ,nd .ekSug yels úh' 
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