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,yq;if fzf;fPl;Lj; njhopDl;gtpayhsu;fs; fofk; 

guPl;rfupd; mwpf;if 
jpwik (jpwd;) fg;];Nuhd; guPl;ir – 2017 A+iy 

 

(SS2)  jfty; njhopDl;gtpay; jpwd;fs; 
           
 

,t;tpdhg;gj;jpuj;jpd; gpujhd Nehf;fk; jfty; njhopDl;gtpay; kPjhd xl;Lnkhj;j 

mwpitAk; mt;twptpid mYtyfr; #oypy; gpuNahfpf;Fk; jpwidAk; guPl;rpf;Fk; 

mNjNtis mYtyfg; gpuNahf nkd;nghUs; kPJ mjpf fuprpidiar; nrYj;JtjhFk;. 

,t;tpdhg;gj;jpuj;jpw;F ntw;wpfukhf Kfq;nfhLg;gjw;F eilKiw mwpT> mYtyfr; #oy; 

xd;wpy; jfty; njhopDl;gtpay; nraypfis vt;thW gad;gLj;JtJ vd;git gw;wp 

mtjhdk; nrYj;jpapUg;gJ Kf;fpakhdjhFk;.     
 
 

gFjp A 
,UgJ (20) fl;lha tpdhf;fs; 

(nkhj;jk; 40 Gs;spfs;)  
 

tpdh 01   
 
ngUk;ghYk; vy;yh khztu;fSk; ,t;tpdhTf;F tpilaspj;jpUe;jJld; mtu;fspd; 

nrayhw;WifAk; jpUg;jpfukhdjhf ,Ue;jJ. mtu;fspy; gyu; ,g;gFjpf;Ff; $ba 

Gs;spfisg; ngw Kbe;jpUe;jik ,g;guPl;irapy; mtu;fs; rpj;jpaila cjtpahf 

mike;jJ. mtjhdpf;fg;gl;l rpy guPl;rhu;j;jpfshy; jfty; njhopDl;g newpKiwfs; 

kw;Wk; ,iza tq;fpr; Nrit njhlu;Ggl;l KiwNa tpdh ,y. 1.4 kw;Wk; 1.9 ,w;fhd 

rupahd tpilfis milahsq;fhz Kbatpy;iy. mj;jifa ghlg;gug;Gfspy; mtu;fs; 

ftdk; nrYj;jpapUe;jpUg;gpd; mJ mtu;fSf;F ed;ikahf mike;jpUf;Fk;. guPl;irf;Fj; 

jahuhFk;NghJ Ke;ija rpy tpdhg;gj;jpuq;fisr; nra;Jghu;f;FkhW gupe;Jiuf;fg;gLfpwJ.   

,t;tpdhTf;fhd xl;Lnkhj;j nrayhw;Wif jpUg;jpfukhf ,Ue;jJ.  
  

 
gFjp B 

VjhtJ ehd;F (04) tpdhf;fSf;F khj;jpuk; tpil vOJjy; Ntz;Lk;. 
(nkhj;jk; 60 Gs;spfs;) 

 
tpdh 02 
 
,q;F juTj;jsk; xd;Wf;fhd eilKiw vLj;Jf;fhl;L xd;wpid tpsq;fpf;nfhs;Sk; 

Mw;wYk; mjNdhL njhlu;Ggl;l mbg;gil vz;zf;fUf;fSk; guPl;rpf;fg;gl;ld. ngUk;ghyhd 

guPl;rhu;j;jpfs; ,t;tpdhitj; njupTnra;jpUe;jdu;. gFjp (a) (i) kw;Wk; (ii) ,w;fhd gpujhd 

Gyq;fisg; ngUk;ghyhdtu;fs; rupahf milahsk; fz;bUe;jJld; ntw;wpfukhf 

tpilaspj;JkpUe;jdu;. rpy guPl;rhu;j;jpfs; gFjp (b) ,y; “njhif”> “tl;b tPjk;” Nghd;w 
tw;Wf;Fg; nghUj;jkhd juT tiffis milahsk; fhz;gjpy; ,lu;g;gl;bUe;jdu;. gFjp (C) 
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,w;fhd nrayhw;Wif vjpu;ghu;j;jgb ,Uf;ftpy;iy. mtu;fspy; gyUf;F eilKiwapy; 

juTj;js Kfhikj;Jt KiwikAld; (DBMS) ,iltpidahw;Wk; gadu;fspd; tiffis 

milahsk; fhz Kbatpy;iy. juTj;jsk; kw;Wk; mjd; gpujhd njhopw;ghLfSld; 

njhlu;Ggl;l tplaq;fis thrpj;jwpAkhW gupe;Jiuf;fg;gLfpwJ.    
 
,t;tpdhTf;fhd xl;Lnkhj;j nrayhw;Wif jpUg;jpfukhf ,Ue;jJ.   

 
tpdh 03 
 
njupTnra;ag;gl;l gzpf;$Wfshy; Mw;wg;gLk; gzpfis tpgupg;gjd; %yk; ikf;Nuhnrhg;w; 

gtu;nghapd;l; gw;wpa mwptpidg; guPl;rpf;f ,q;F vjpu;ghu;f;fg;gl;lJ. Fiwe;jsT 

vz;zpf;ifapyhd guPl;rhu;j;jpfNs ,t;tpdhTf;F Kd;Dupik toq;fpapUe;jdu;. mtu;fspy; 

gy guPl;rhu;j;jpfs; gFjp (a) ,d; cg gpupTfshd (iii) Transitions, (iv) Animations 
Mfpatw;Wf;Fr; rupahf tpilaspj;jpUe;jdu;. MapDk; Vida cg gpupTfSf;fhd rupahd 

tpilfs; vOjg;gl;bUe;jik kpfTk; mupjhfNt ,Ue;jJ. Fwpg;gplj;jf;fsT guPl;rhu;j;jpfs; 

gFjp (a) ,d; cg gpupT (ii) ,y; Nfl;fg;gl;l Themes ,d; gzpapid tpgupg;gjw;Fj; 

jtwpapUe;jdu;. mtu;fs; tu;zq;fspd; Kd;tiuaWf;fg;gl;l Nru;khdk;> vOj;JU kw;Wk; 

effects vd;gdTk; gy;NtW themes ntt;NtW slide layouts fspy; gad;gLj;jg;gLfpwJ 

Nghd;wthWk; tpgupj;jpUe;jdu;.   

gFjp (b) ,w;F mjpfsthd guPl;rhu;j;jpfs; “kpd;dQ;ry; my;yJ Nfhg;Gg; gfpu;T Clhf 

ghu;itahsu;fSf;F Kd;itg;gpid mDg;Gjy;” vd;w njuptpid vOjp rpy Gs;spfisg; 

ngw;wpUe;jdu; MapDk; ifasT vz;zpf;ifapyhd guPl;rhu;j;jpfs; khj;jpuNk 

vjpu;ghu;f;fg;gl;l G+uzkhd tpilapid toq;fpapUe;jdu;. mtu;fs; VjhtJ vLNfhspid 

vLj;jpUg;gpd; mjidj; njspthf vOJk;gb mwpTWj;jg;gLfpwJ> ,y;iyahapd; 

mtu;fSila tpil G+uzkw;w tpilahff; fUjg;glyhk;. guPl;rhu;j;jpfs; rupahd 

Kiwg;gb tpilfis vOJtjw;F ikf;Nuhnrhg;w; gtu;nghapd;l; ghlg;gug;gpid ed;F 

fw;Wj; Nju;r;rp ngWjy; Ntz;Lk;.  

rpy guPl;rhu;j;jpfs; khj;jpuNk ,t;tpdhTf;fhf cau; Gs;spfisg; ngw;wpUe;jdu;.  
 
 
tpdh 04 

gad;kpf;f jfty;fisg; ngWk; nghUl;L jug;gl;l tpupjhs; xd;wpy; gzpf;$Wfs; / 
#j;jpuq;fspd; gpuNahfk; gw;wpa mwpT ,q;F guPl;rpf;fg;gl;lJ. ngUk;ghyhd guPl;rhu;j;jpfs; 

,t;tpdhTf;F tpilaspj;jpUe;jdu;. mtu;fSs; ngUk;ghyhdtu;fSf;F gFjp (a), (b), (c) 
Mfpatw;Wf;F ntw;wpfukhf tpilaspf;f KbAkhf ,Ue;jpUe;jJ. mtu;fs; gzpf;$W 

fisr; rupahf ,dq;fz;bUe;jJld; mjpfsthd epfo;TfSf;fhd #j;jpuq;fisf;$l 

rupahf ,dq;fz;bUe;jdu;. MapDk; ngUk;ghyhd guPl;rhu;j;jpfshy; nghUj;jkhd 

gzpf;$Wfis Nju;Tnra;aKbahjpUe;jjd; fhuzkhf kPjpg; gFjpfSf;fhd tpilfs; 

kpfTk; jho;e;j kl;lj;jpNyNa fhzg;gl;ld. gy guPl;rhu;j;jpfs; gFjp (e) ,w;fhd rupahd 

gzpf;$whd “COUNTIF” vd;gij milahsq; fhztpy;iy. tpupjhs;fs; njhlu;ghd 

nraw;ghl;L mwpT Fiwthf ,Ue;jNj ,jw;fhd fhuzkhf ,Ue;jpUf;fyhk;.  

Kd;ida guPl;irfSld; xg;gpLifapy; guPl;rhu;j;jpfs; ,t;tpdhTf;F ntw;wpfukhf 

tpilaspj;jpUe;jJld; cau; Gs;spfisAk; ngw;wpUe;jdu;.  
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tpdh 05 

nghJthfg; gad;gLj;jg;gLk; tiy cyhtp nkd;nghUl;fs; gw;wpa mwpTk; mtw;wpYs;s 

mjpf Kf;fpaj;Jtkpf;f nghj;jhd;fs; / mk;rq;fshy; Mw;wg;gLk; gzpfSk; ,q;F guPl;rpf; 

fg;gl;bUe;jJ. ngUk;ghyhd guPl;rhu;j;jpfs; ,t;tpdhTf;F Kd;Dupik toq;fpapUe;jdu;.  

gFjp (a) kw;Wk; gFjp (b) ,d; (i) njhlf;fk; (iv) tiuthd cggpupTfs; Mfpatw;Wf;fhd 

nrayhw;Wif jpUg;jpfukhf ,Ue;jJ. MapDk; rpy guPl;rhu;j;jpfs; khj;jpuNk gFjp (b) ,d; 
(v) kw;Wk; (vi) Mk; cggpupTfSf;F rupahf tpilaspj;jpUe;jdu;.  

mtu;fshy; mbf;fb gad;gLj;jg;glhjpUf;fpd;w mt;tk;rq;fs; gw;wpa tpopg;Gzu;tpd;ikNa 

,jw;fhd fhuzkhf ,Ue;jpUf;fyhk;. vdNt tiy cyhtpfs; njhlu;ghd Kw;WKOjhd 

mwptpid tpUj;jp nra;Jnfhs;tJ Kf;fpakhdjhFk;. ngUk;ghyhd guPl;rhu;j;jpfs; gFjp 

(b) ,d; cggpupT (v) ,w;fhd jq;fsJ tpilfspy;> Vida gadu;fspypUe;J jdpg;gl;l 

gadupd; tiy cyhty; nraw;ghLfis private window / incognito window MdJ 

mDkjpg;gJld; mJ mtuJ cyhty; gw;wpa tuyhw;iwAk; (browsing history) Njly; 

gw;wpa tuyhw;iwAk; (Search history) jhkhfNt ,y;yhkw; nra;fpd;wJ vd;gijr; 

rupahdthW tpgupj;jpUf;ftpy;iy.          

ngUk;ghyhd guPl;rhu;j;jpfs; ,t;tpdhTf;F cau;e;j Gs;spfisg; ngw;wpUe;jdu;. 

 
tpdh 06 

mYtyfr; #oypy; kpd;dQ;ry; xd;iw vt;thW mDg;GtJ vd;gJ gw;wpAk; mjd; 

mbg;gil mk;rq;fs; gw;wpAk; ,q;F guPl;rpf;fg;gl;bUe;jJ. ngUk;ghYk; vy;yhg; guPl;rhu;j;jp 

fSk; ,t;tpdhTf;F tpilaspf;f Kaw;rpj;jpUe;jdu;. mtu;fspy; ngUk;ghyhdtu;fSf;F 

KOg;Gs;spfisAk; ,yFthfg; ngw Kbe;jpUe;jJ. vt;thwhapDk; rpy guPl;rhu;j;jpfs;> 

gFjp (2), (3) kw;Wk; (7) ,w;Fr; rupahd tpilfis toq;ff; f\;lg;gl;bUe;jdu;. gy 

guPl;rhu;j;jpfSf;F CC kw;Wk; BCC Mfpatw;Wf;fpilapyhd NtWghL gw;wpj; njspthd 

tpsf;fkpd;ik fhuzkhf (2) CC kw;Wk; (3) BCC Mfpatw;Wf;fhd tpilfisg; gpioahf 

,lkhw;wp vOjpapUe;jdu;. rpy guPl;rhu;j;jpfSf;F signature text vd;gJ gw;wp vt;tpj mwpTk; 

fhzg;gltpy;iy. mtu;fs; gpioahf jkJ jdpg;gl;l ifnahg;gq;fis tpilahff; 

Fwpg;gpl;bUe;jdu;. guPl;rhu;j;jpfs; eilKiw mDgtq;fisg; ngWk;nghUl;L kpd;dQ;ry; 

njhlu;ghliyg; gad;gLj;Jtjw;F Cf;fg;gLj;jg;gly; Ntz;Lk;.  

,t;tpdhTf;fhd nrayhw;Wif Fwpg;gplj;jf;fsthff; fhzg;gl;lJ.  
 
 

tpdh 07 
 

ikf;Nuhnrhg;w; ,Ys;s text processing nkd;nghUspd; njupTnra;ag;gl;l mk;rq;fshy; 

Mw;wg;gLk; gzpfis tpgupg;gjd; %yk; mk;nkd;nghUs; gw;wpa mwptpidg; guPl;rpf;f 

,q;F vjpu;ghu;f;fg;gl;lJ. ngUk;ghyhd guPl;rhu;j;jpfs; ,t;tpdhitj; Nju;Tnra;jpUe;jdu;. 

mtu;fspy; gyu; gFjp (a) ,d; cggpupTfshd (i) Thesaurus, (iv) Page Break, (v) Watermark 
Mfpatw;Wf;Fr; rupahf tpilaspj;jpUe;jdu;. MapDk; vQ;rpa cggpupTfSf;F 

mspf;fg;gl;bUe;j tpilfs; jpUg;jpfukhf mikatpy;iy. gFjp (a) (iii) ,w;fhf> table of 
contents ,d; gzpfis tpgupg;gjw;F> gy gpupTfs; kw;Wk; gf;fq;fisf; nfhz;l xU 

Mtzk; cUthf;fg;gLk;NghJ cs;slf;f ml;ltiz xd;iwj; jahupg;gJ Neubahf 

VjhtJ gpupit mZFtjw;F cjTfpwJ vd;gijg; gpioahf tpgupj;jpUe;jdu;.   
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rpy guPl;rhu;j;jpfs; mk;rq;fspd; ngaiug; gad;gLj;jpNa gzpfis tpgupf;fj; 

jiyg;gl;bUe;jdu;.   
 
c+k;:  Table of contents -  ml;ltiz xd;iw tiutjw;F  

         Page Break             - gf;fj;ij Kwpg;gjw;F 

         Watermark        - watermark xd;iwr; Nru;g;gjw;F  
 
MapDk; NkYs;s mk;rq;fshy; Mw;wg;gLk; gzpfis tpgupg;gjw;F vjpu;ghu;f;fg;gl;lJ. 

,t;tOf;fis jpUj;Jtjw;fhf mjpfkhfg; gapw;rpngWkhW gupe;Jiuf;fg;gLfpwJ. 

ngUk;ghyhd guPl;rhu;j;jpfshy; gFjp (b) ,y; Nfl;fg;gl;lthW “Smart Art” kw;Wk; “Word 
Art” Mfpa mk;rq;fSf;fpilapyhd NtWghl;ilr; rupahf tpgupf;f Kbe;jpUe;jJ. xU 

ifasT vz;zpf;ifapyhd guPl;rhu;j;jpfs; “Smart Art” kw;Wk; “Word Art” Mfpatw;Wf; 

fpilapyhd NtWghl;il tpgupg;gjw;Fg; gjpyhf mt;ntht;nthd;iwAk; tpgupj;jpUe;jdu;.  
 
,t;tpdhTf;fhd nrayhw;Wif ,ilkl;lj;jpy; fhzg;gl;lJ.  

 

-  -  - 

 

guPl;rhu;j;jpfspd; Mw;wy; kl;lj;jpid tpUj;jpnra;tjw;F 
ftdj;jpw;nfhs;sNtz;ba nghJthd tplaq;fs; 

 
1.  KOg; ghlj;jpl;lj;ijAk; Mokhfg; gbf;fTk;. 
 
2.  tpdhit gy jlitfs; thrpj;J tpdhtpy; Nfl;fg;gl;ljw;F khj;jpuk; tpilaspf;fTk;. 

tpdhtpy; Neubahd kw;Wk; Jy;ypakhdnjhU tpil vjpu;ghu;f;fg;gLk; re;ju;g;gj;jpy; 
Njitaw;w tpgupg;GfisAk; tpguq;fisAk; vOj Ntz;lhk;. 

 
3.  jfty; njhopDl;gtpaYld; njhlu;Gila ghlg;Gj;jfq;fs;> E}y;fs; fl;Liufs;> 

rQ;rpiffs; kw;Wk; Vidatw;iw thrpf;fTk;. 
 
4.  tpilfis vOJk;NghJ Njitahapd; cjhuzq;fis toq;fp> xOq;fikf;fg;gl;l 

Kiwapy; jfty; njhopDl;gtpaYld; njhlu;Gila Nfhl;ghl;L uPjpahdJk; nra;Kiw 
uPjpahdJkhd mwpit rku;g;gpg;gJ Kf;fpakhdjhFk;. 

 
5.  ifnaOj;J tpsq;ff;$bajhf ,Ug;gijAk; tpilfSf;F ,yf;fkplg;gl;bUg;gijAk; 

cupa Kiwapy; cWjpg;gLj;jpf;nfhs;sTk;. 
 
6.  tpdhg;gj;jpuj;jpy; jug;gl;l mwpTWj;jy;fisg; gpd;gw;wTk;. 
 
7.  ckJ mwpit Nkk;gLj;jpf;nfhs;tjw;fhf fle;jfhy tpdhg;gj;jpuq;fs;> jpirKfg; 

gLj;jw; gj;jpuq;fs; Mfpatw;iwr; nra;Jghu;f;fTk;. 
 
8.  Neuj;ij tpidj;jpwdhd tifapy; nrytplTk;. 
 
9.  tpilj;jhis xg;gilg;gjw;F Kd;du;> tpilfs; rupahf ,yf;fkplg;gl;Ls;sdth 

vd;gij ,UKiw guPl;rpf;fTk;. 
 
10.  ey;y jahu;gLj;jYlDk; rpj;jpailjy; vd;Dk; Nehf;fj;Jld; guPl;irapid vOjTk;. 


