
KOg; gjpg;GupikAilaJ  

 

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

  jpwikjpwikjpwikjpwik (jpwd;fs;jpwd;fs;jpwd;fs;jpwd;fs;) fg;];Nuhd;fg;];Nuhd;fg;];Nuhd;fg;];Nuhd; - 2018 A+iyA+iyA+iyA+iy    

(SS2)  jfty; njhopjfty; njhopjfty; njhopjfty; njhopy;Ey;Ey;Ey;El;gtpay; jpwd;fs;l;gtpay; jpwd;fs;l;gtpay; jpwd;fs;l;gtpay; jpwd;fs;    
(Information Technology skills)  

• guPl;rhu;j;jpfSf;fhd mwpTWj;jy;fs;guPl;rhu;j;jpfSf;fhd mwpTWj;jy;fs;guPl;rhu;j;jpfSf;fhd mwpTWj;jy;fs;guPl;rhu;j;jpfSf;fhd mwpTWj;jy;fs; (ftdkhf thrpf;fTk;): 
    

(1) mDkjpf;fg;gl;l mDkjpf;fg;gl;l mDkjpf;fg;gl;l mDkjpf;fg;gl;l Neuk; Neuk; Neuk; Neuk; : thrpj;jy; -  15 epkplq;fs; 

                      vOJjy; -  03 kzpj;jpahyk; 

(1) tpdhj;jhs; fl;likg;Gk; Gs;spfs; xJf;fPLk; tpdhj;jhs; fl;likg;Gk; Gs;spfs; xJf;fPLk; tpdhj;jhs; fl;likg;Gk; Gs;spfs; xJf;fPLk; tpdhj;jhs; fl;likg;Gk; Gs;spfs; xJf;fPLk; : 

gFjpgFjpgFjpgFjp Njitg;ghLNjitg;ghLNjitg;ghLNjitg;ghL Gs;spfs;Gs;spfs;Gs;spfs;Gs;spfs; 

A rfy tpdhf;fSk; fl;lhakhdit 40 

B 
MW tpdhf;fspy; ehd;fpw;F kl;Lk; 
tpilaspj;jy; Ntz;Lk;. 60 

nkhj;jg; Gsnkhj;jg; Gsnkhj;jg; Gsnkhj;jg; Gs;spfs;;spfs;;spfs;;spfs;    100 

(2) toq;fg;gl;Ls;s    tpilg; Gj;jfj;jpy; tpilg; Gj;jfj;jpy; tpilg; Gj;jfj;jpy; tpilg; Gj;jfj;jpy; ePq;fs; tpz;zg;gpj;j    nkhop %yj;jpNyNa tpilfs; nkhop %yj;jpNyNa tpilfs; nkhop %yj;jpNyNa tpilfs; nkhop %yj;jpNyNa tpilfs; 
vOjg;gly; Ntz;Lk;. 

 

gFjpgFjpgFjpgFjp A 
 

Nehf;fr; Nrhjid tpdhf;fs;Nehf;fr; Nrhjid tpdhf;fs;Nehf;fr; Nrhjid tpdhf;fs;Nehf;fr; Nrhjid tpdhf;fs; (OTQs) 

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

(nkhj;jk; 40 Gs;spfs;) 

                                                

,y. 1.1 njhlf;fk; 1.10 tiuahd tpdhf;fSf;Fg; kpfg; nghUj;jkhd tpiliaj; njupT nra;f. 

njupTnra;ag;gl;l tpilapd; ,yf;fj;ij mjw;Fupa tpdh ,yf;fj;Jld; ckJ tpilg; Gj;jfj;jpy; 

vOJf. 

1.1  gy;nghUs; mq;fhb xd;W jdJ tpRthrkhd thbf;ifahsu;fs; njhlu;ghd jfty;fisf; 

fsQ;rpag;gLj;Jtjw;fhf ikf;Nuhnrhg;w; mf;]]; (Microsoft Access) 2016 Ig; gad;gLj;jp 

juTj;jsk; xd;iw cUthf;Ftjw;F jpl;lkpLfpwJ. ,jd; nghUl;L thbf;ifahsu; xUtupd; 

Njrpa milahs ml;il ,yf;fj;ijf; fsQ;rpag;gLj;Jtjw;fhd kpfg; nghUj;jkhd juT 

tif (data type) vJ?    

 (1)  Yes/No  (2)  Long Text  (3)  Short Text (4)  Attachment 
 

1.2  tu;j;jf epWtdk; xd;W jdJ tpiy gl;bay;fs; (Invoice) njhlu;ghd tpguq;fisf; 

fsQ;rpag;gLj;Jtjw;F ikf;Nuhnrhg;w; mf;]]; 2016 Ig; gad;gLj;jpj; juTj;jsk; xd;iw 

cUthf;Ftjw;F jpl;lkpLfpwJ. nkhj;j tpiyg;gl;bay; njhifapid (total invoice amount) 

fsQ;rpag;gLj;Jtjw;F kpfg; nghUj;jkhd juT tif vJ?   

 (1)  Number.  (2)  Long Number.  (3)  Currency. (4)  Auto Number. 

tpdhtpdhtpdhtpdh  01 

gf;fq;fs;   :  11 

tpdhf;fs;   :  07  

2018-07-28 
gpw;gfy;  

[1.45 – 5.00]  
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1.3  gpd;tUk; ve;jf; Nfhg;G ePl;rpapid (file extension) rhjhuzkhf ikf;Nuhnrhg;w; mf;]]; 

(Microsoft Access) Ig; gad;gLj;jp jpwf;f KbahJKbahJKbahJKbahJ?  

 (1)  ACCDB  (2)  XLSX (3)  PPTX  (4)  CSV 

  

1.4  fzf;F cj;jpNahfj;ju; xUtUf;F fld; njhif> tl;b tPjk; kw;Wk; jtizf; nfhLg;gdTj; 

njhif Nghd;wit njupe;jpUf;Fk;NghJ> ikf;Nuhnrhg;w; vf;nry; (Microsoft Excel) ,Ys;s 

gpd;tUk; ve;jg; gzpf;$iwg; (function) gad;gLj;jp flid kPsr;;nrYj;Jk; jtizfspd; 

vz;zpf;ifia  (number of installment) mtuhy; fzpg;gplf;$bajhf ,Uf;Fk;? 

(1)  PMT (2)  PV (3)  NPV (4)  NPER 

 

1.5  tyJ ifg; gf;fj;jpy; fhl;lg;gl;Ls;s cU 

MdJ ikf;Nuhnrhg;w; vf;nry; 2016 

,ypUe;J gpupj;njLf;fg;gl;l Xu; jpiu 

xspg;glk; (screenshot) MFk;. ,t;TUtpy; 

cs;s Members 2016, Members 2017, 

Members 2018 vdg; ngauplg;gl;Ls;s 

tplaq;fs; njhlu;gpy; toq;fg;gLfpd;w 

nghJthd ngau; vd;d?   

 

 (1) Workbooks. (2) Worksheets. (3) Formulas. (4) Functions. 

1.6  kdpj ts cj;jpNahfj;ju; xUtu;> Copau;fsplkpUe;J ngwg;gLfpd;w yPT tpz;zg;gg; 

gbtq;fis xU thuk; <whf (7 ehl;fs;) gjpTnra;fpwhu;. mtu; xd;Wf;F Nkw;gl;l yPTfisg; 

ngw;Ws;s Copau;fis ,dq;fhz;gjw;F Kaw;rpf;fpwhu;. xNu CopauJ ngau; 

gjpTnra;ag;gl;Ls;s Ez;ziwfis (cells) ,dq;fhz;gjw;F ikf;Nuhnrhg;w; vf;nry; (excel) 

,Ys;s gpd;tUk; ve;j mk;rj;jpidg; (feature) gad;gLj;jf; $bajhf ,Uf;Fk;? (rfy 

ngau;fSk; vOj;Jg;  gpioapd;wp gjpTnra;ag;gl;Ls;sd vdf; fUJf.)  

(1)  IF Condition.    (2)  Conditional Formatting.   

(3)  AutoSum.    (4)  Solver. 

1.7  ikf;Nuhnrhg;w; gtu;nghapd;l; (Microsoft PowerPoint) ,Ys;s tpy;iyj; njhlu; (slide 

progression) xd;wpd; tupir xOq;fpid khw;Wtjw;fhd (bypass) Njitnahd;W Vw;gLk; 

NghJ> njupTnra;ag;gl;l tpy;iy xd;iw efu;j;Jtjw;Fg; gpd;tUk; ve;j mk;rj;ijg; 

(feature) gad;gLj;j KbAk;?    

 (1)  Action Buttons.  (2)  Slide Animations.  

 (3)  Slide Transitions.  (4)  Master Slide. 
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1.8  ikf;Nuhnrhg;w; Ntl; (Microsoft Word) Mtzk; xd;iwg; ghJfhg;gJ njhlu;ghd gpd;tUk; 

$w;Wf;fspy; rupahdJ vJ?   

(1)  ePq;fs; cq;fSila flTr;nrhy;iy (password) kwe;jhYk;$l> xU FWQ;nra;jpiag; 

(SMS) ngWtjd; %yk; mjid kPsg;ngw;Wf;nfhs;s (recover) KbAk;.   

(2)  Mtzj;ij mZFtjw;F flTr;nrhy;Yf;Fg; (password) gjpyhf ifNuifapidg; 

(fingerprint) gad;gLj;j KbAk;.  

(3)  Mtznkhd;wpw;Fg; gpuNahfpf;ff;$bajhd ,uz;L tiff; flTr;nrhw;fs; (passwords) 

fhzg;gLfpd;wd.  

(4)  Mtznkhd;wpw;Fg; gpuNahfpf;ff;$bajhd xNunahU tiff; flTr;nrhy; (password) 

khj;jpuNk fhzg;gLfpd;wJ.  
 

 

1.9  gpd;tUtdtw;Ws; jtwhd jtwhd jtwhd jtwhd tbt mikg;igf; (format) nfhz;Ls;s kpd;dQ;ry; Kftup 

(email address) vJ?  

(1)  student@institute.edu.lk (2)  student.name@lk 

 (3)  student.university@institute.lk  (4)  student.lk@institute.com  

1.10  ,yq;if thbf;ifahsu; xUtUf;F ,iza tq;fpr;Nrit> nkhigy; tq;fpr;Nrit my;yJ 

ATM xd;wpidg; gad;gLj;jp> epfo;epiyapy; (real time) ,yq;if tu;j;jf tq;fp xd;wpypUe;J 

,d;DnkhU tu;j;jf tq;fpf;Fg; gzj;jpid khw;wPL nra;tjw;fhd Njit vOk;NghJ> 

,jw;F trjpaspf;FKfkhf ,yq;ifapy; fhzg;gLfpd;w Gj;jk;Gjpa NritahdJ (Newest 

service) vt;thW miof;fg;gLfpwJ?  

(1)  Common Electronic Fund Transfer Switch (CEFTS). 

(2)  Paypal. 

(3)  Society for Worldwide Interbank Financial Telecommunication (SWIFT). 

(4)  BitCoins.    

,y. 1.11 njhlf;fk; 1.16 tiuahd tpdhf;fspYs;s ntw;wplq;fis epug;Gtjw;F milg;Gf; Fwpf;Fs; 

jug;gl;Ls;s nrhw;fspypUe;J nghUj;jkhd nrhy;iyj; njupTnra;f. njupT nra;ag;gl;l nrhy;iy> 

tpdh ,yf;fj;Jld; ckJ tpilg;Gj;jfj;jpy; vOJf: 

1.11  kpd;dQ;ry; xd;W mDg;gg;gLk;NghJ kw;iwa gadu;fshy; mjd; gpujpnahd;W ngw;Wf; 

nfhs;sg;gLkhWk; mtu;fs; mk;kpd;dQ;ryhdJ ahu; ahUf;F mDg;gg;gl;Ls;sJ vd;gijg; 

ghu;f;ff;$bathWk; mDg;gg;gLtjw;F kpd;dQ;rypy; fhzg;gLfpd;w ………… (BCC / CC) 

njuptpidg; gad;gLj;j KbAk;.    

1.12  ,iza tq;fpr;Nrit Nghd;w ,ufrpakhd nfhLf;fy; thq;fy;fis Kd;ndLf;Fk;NghJ 

…………. (HTTP / HTTPS) newpKiw (protocol) MdJ nghUj;jkhdjhf mikahJ.  
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1.13  ikf;Nuhnrhg;w; Ntl; (Microsoft Word) Nghd;w ikf;Nuhnrhg;w; xg;gp]; (Microsoft Office) 

nghjpapYs;s njupTnra;ag;gl;l jfty;fisg; gpujp (copy) gz;Ztjw;F Ctrl key + …………. 

(C / V) key Mfpa ,U nghj;jhd;fisAk; xUkpj;J mOj;JtJ xU FWfpa topKiw 

(shortcut) MFk;.        

1.14  Kd;itg;G xd;wpidr; nra;tjw;Fg; gapw;rp vLf;Fk;NghJ> Kd;itg;Gr; nra;tjw;F 

vLf;Fk; Neuj;jpid kjpg;gPL nra;tjw;fhd Njit vkf;F Vw;gLkhapd;> vq;fshy; …………. 

(Rehearse Timing / Play Narrations) njuptpidg; (Option) gad;gLj;j KbAk;.  

1.15  ikf;Nuhnrhg;w; Ntl; (Microsoft Word) ,y; ghu;ittopj; njhlu;ghly; jfty;fSf;F 

(visually communicate information) tiufiyiaf; (graphics) fhl;rpg;gLj;Jtjw;fhd Njit 

Vw;gLk;NghJ ePq;fs; gad;gLj;j Ntz;ba Xu; njupT …………. (Word Art / Smart Art) MFk;.  

1.16 ikf;Nuhnrhg;w; gtu;nghapd;l; Kd;itg;G (Power Point presentation) xd;wpDs; fzpg;gPL 

fSf;fhfg; gad;gLj;jf;$ba tpupjhs; Nfhg;G (spreadsheet file) xd;wpid 

cs;spLtjw;fhd Njit cq;fSf;F Vw;gLkhapd;> ePq;fs; …………. (Chart / Object) 

mk;rj;jpid cs;spLtjw;fhfj; njupTnra;jy; Ntz;Lk;. 

,y. 1.17 njhlf;fk; 1.20 tiuahd gpd;tUk; xt;nthU $w;Wk; rupahdjh rupahdjh rupahdjh rupahdjh my;yJ jtwhdjhjtwhdjhjtwhdjhjtwhdjh 

vd;gijf; Fwpg;gpLf. njupTnra;ag;gl;l tpilia (rupahdJ / jtwhdJ) ckJ tpilg;Gj;jfj;jpy; 

tpdh ,yf;fj;ijf; Fwpg;gpl;L mjd; vjpNu vOJf. 

1.17  SAP vd;gJ jw;NghJ re;ijapy; fhzg;gLfpd;w Xu; Kd;dzp ERP nkd;nghUshFk;.   

1.18  xU Kbtpy;yh (perpetual) nkd;nghUs; cupkk; MdJ xU Fwpg;gpl;l fhyj;jpd; gpd;du; 

fhyhtjpahff; (expires) $baJ. 

1.19  epWtd tiyaikg;nghd;wpd; ,izag; ghJfhg;ig Nkk;gLj;Jtjw;F xU tiy 

Nritafj;jpidg; (web server) gad;gLj;j KbAk;.   

1.20  vLj;Jr; nry;yf;$ba Nrkpg;Gr; rhjdq;fspy; (portable storage devices) Nfhg;Gfis 

mDkjpapd;wp gpujpnaLg;gJ kpfTk; fLikahd jpUl;L vd;gJld; mJ 

epWtdq;fspypUe;J jfty;fs; ntspf;frpAk; xU gpujhd %ykhfTk; ,Uf;fpwJ.   

(xt;nthd;Wf;Fk; 02 Gs;spfs; tPjk;> nkhj;jk; 40 Gs;spfs;) 

 
 
 

    

    

    
 
 
 

gFjp A KbT 
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gFjpgFjpgFjpgFjp B 
 

VjhtJ ehd;F (04) tpdhf;fSf;F khj;jpuk; tpil vOJf. 

(nkhj;jk; 60 Gs;spfs;) 

                                              
Milj; jahupg;ghsu; xUtuJ juTj;jsj;jpy; fhzg;gl;l Copau;fspd; tpgug;gl;bay; xd;wpd; 
gpupj;njLg;G fPNo fhl;lg;gl;Ls;sJ : 

Copau; Copau; Copau; Copau; 
,yf;fk;,yf;fk;,yf;fk;,yf;fk; 

FLk;gg; FLk;gg; FLk;gg; FLk;gg; 
ngau;ngau;ngau;ngau; 

Kjw; Kjw; Kjw; Kjw;     
ngau;ngau;ngau;ngau; 

Nj.m.m.Nj.m.m.Nj.m.m.Nj.m.m.    
,y.,y.,y.,y. 

epakdj; epakdj; epakdj; epakdj; 
jpfjpjpfjpjpfjpjpfjp 

xg;ge;jxg;ge;jxg;ge;jxg;ge;j / 
ed;dlj;ijf; ed;dlj;ijf; ed;dlj;ijf; ed;dlj;ijf; 
fhyg;gFjpfhyg;gFjpfhyg;gFjpfhyg;gFjp 
(ehl;fs;ehl;fs;ehl;fs;ehl;fs;) 

mbg;gilr; mbg;gilr; mbg;gilr; mbg;gilr; 
rk;gsrk;gsrk;gsrk;gskkkk;;;;        
(&.)(&.)(&.)(&.) 

mjpfgl;r mjpfgl;r mjpfgl;r mjpfgl;r 
Nkyjpf Neu Nkyjpf Neu Nkyjpf Neu Nkyjpf Neu 
kzpj;jpahyq;kzpj;jpahyq;kzpj;jpahyq;kzpj;jpahyq;
fs; fs; fs; fs; (khjk; (khjk; (khjk; (khjk; 
xd;wpw;F)xd;wpw;F)xd;wpw;F)xd;wpw;F) 

epue;ju epue;ju epue;ju epue;ju 
CopauhCopauhCopauhCopauh 

E1001 Arunasiri Kevin 800540370 V 2018-04-01 365 60,000.00 100 Yes 

E1002 Perera Sanduni 758152400 V 2018-05-01 365 75,000.00 120 Yes 

E1003 Yogarajan Ganesh 880510400 V 2018-05-01 180 60,000.00 80 No 

E1004 Selvaraja Aushyani 928210450 V 2018-05-01 180 50,000.00 50 No 

E1005 Rabel Darshana 702371588 V 2018-06-01 180 60,000.00 100 No 

E1006 Perera Vijaya 831812566 V 2018-06-01 365 90,000.00 120 Yes 

E1007 Zubair Fazly 833551789 V 2018-06-01 365 60,000.00 110 Yes 

E1008 Alwis Jagath 861401235 V 2018-07-01 365 50,000.00 120 Yes 

Fwpg;Gfs; Fwpg;Gfs; Fwpg;Gfs; Fwpg;Gfs; :  

• xg;ge;j / ed;dlj;ijf; fhykhdJ toikahf 6 khjq;fs; my;yJ 1 tUlk; MFk;.   

• mDkjpf;fg;gl;Ls;s mjpfgl;r Nkyjpf Neu kzpj;jpahyq;fs; khjnkhd;wpw;F 150 MFk;.  

NkYs;s juTfis khj;jpuk; ftdj;jpw;nfhz;L> gpd;tUk; tpdhf;fSf;F tpil vOJf : 

(a) (i) NkYs;s Gyq;fspypUe;J gpujhd Gykhf (key field) fUj;jpnyLf;fg;gl Ntz;ba kpfg; 

nghUj;jkhd Gyj;jpidj; (most suitable field) njupTnra;f.njupTnra;f.njupTnra;f.njupTnra;f.   (02 Gs;spfs;) 

(ii) NkNy gFjp (i) ,y; cq;fs; njupTf;fhd fhuzj;ijf; Fwpg;gpLf.  (02 Gs;spfs;) 

(b) gpd;tUk; Gyq;fs; (fields) xt;nthd;wpw;Fk; kpfTk; nghUj;jkhd juT tifapid (data 

type)    milahsk; fhz;f milahsk; fhz;f milahsk; fhz;f milahsk; fhz;f :  

Gyj;jpd; ngau;Gyj;jpd; ngau;Gyj;jpd; ngau;Gyj;jpd; ngau; juT tifjuT tifjuT tifjuT tif 

Copau; ,yf;fk;  

FLk;gg; ngau;  

Nj.m.m. ,yf;fk;  

epakdj; jpfjp  

xg;ge;j / ed;dlj;ijf; fhyg;gFjp  

mbg;gilr; rk;gsk;  

mjpfgl;r Nkyjpf Neu kzpj;jpahyq;fs;  

epue;ju Copauh  

(08 Gs;spfs;) 

(c) NkNy jug;gl;l juTfisf; fUj;jpw;nfhz;L> tpdty;fs; (queries) juTj;jsq;fSf;F 

vt;thW gpuNahrdKilajhf ,Uf;fKbAk; vd;gij tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.  (03 Gs;spfs;) 
(nkhj;jk; 15 Gs;spfs;) 

tpdhtpdhtpdhtpdh  02 
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fPNo jug;gl;Ls;s cU MdJ ,yj;jpudpay; rhjdf; fk;gdp xd;wpd; Copau;fshy; 

Nkw;nfhs;sg;gl;l tpw;gid njhlu;ghd tpguq;fisf; nfhz;l ikf;Nuhnrhg;w; vf;nry; tpupjhs; 

(Microsoft Excel spreadsheet) xd;wpypUe;jhd gpupj;njLg;ghFk; : 

 A B C D E F G H I  

1           

2 
 Employee 

Number 
Name Televisions Refrigerators 

Microwave 

Ovens 

Total Sales 

Value (Rs.) 

Sales 

Commission (Rs.) 
Tax 

 

3  E1001 A.B.C. Silva 10 20 14     

4  E1002 P.Q. Zubair 5 10 12     

5  E1003 G.K. Ganesh 7 6 15     

6           

7           

8   Item Unit Price (Rs.)       

9   Television 60,000       

10   Refrigerator 100,000       

11   Microwave Oven 20,000       

12           

13           

           

 

(a) Ez;ziw (cell) G3 ,w;fhd #j;jpuj;jpid (formula) milahsk; fhz;f.milahsk; fhz;f.milahsk; fhz;f.milahsk; fhz;f. ,r;#j;jpuk; 

Ez;ziwfs; G4 kw;Wk; G5 ,w;Fg; gpujpgz;zf;$bajhfTk; (copy) cupa ngWkjpfisj; 

juf;$bajhfTk; ,Uj;jy; Ntz;Lk;. nkhj;j tpw;gidg; ngWkjp (total sales value) MdJ 
xt;nthU tifapd; fPOk; tpw;gid nra;ag;gl;l cUg;gbfspd; (,yj;jpudpay; 

rhjdq;fspd;) vz;zpf;ifapid mtw;Wf;Fupa myF tpiyapdhy; (unit price) ngUf;fp 
mtw;iw xd;whff; $l;Ltjd; %yk; fzpg;gplg;gLfpwJ vd ePq;fs; fUjpf;nfhs;syhk;.       

(cjhuzkhf> xt;nthU tifapYk; xt;nthU cUg;gb tpw;gid nra;ag;gbd; nkhj;j 

tpw;gidg; ngWkjpahf tuf;$ba njhif &. 180,000/-)  

Fwpg;GFwpg;GFwpg;GFwpg;G:  ePq;fs; Ez;ziwj; njhlu;Gfisg; (cell references) gad;gLj;j Ntz;LNknahopa 

Ez;ziwg; ngWkjpfis (cell values) my;y. mj;Jld; Ez;ziw G3 ,y; 

fhl;rpg;gLj;jg;glf;$ba ngWkjpapidAk; Fwpg;gpLf.   (06 Gs;spfs;) 

(b) E1001 ,yf;f CopaUf;fhd tpw;gidj; juF (Sales Commission) ,id fzpg;gpLtjw;fhf 

Ez;ziw H3 ,w;fhd #j;jpuj;jpid milahsk; fhz;f.milahsk; fhz;f.milahsk; fhz;f.milahsk; fhz;f.    nkhj;j tpw;gidg; ngWkjpahdJ 

&.200,000/- ,id tpl mjpfkhdjhf ,Ug;gpd; nkhj;j tpw;gidg; ngWkjpapy; 5% MfTk; 

nkhj;j tpw;gidg; ngWkjpahdJ &.200,000/- my;yJ mjw;Ff; Fiwthf ,Ug;gpd; nkhj;j 

tpw;gidg; ngWkjpapy; 3% MfTk; tpw;gidj; juF fzpg;gPL nra;ag;gLfpwJ vd ePq;fs; 

fUjpf; nfhs;syhk;.   (03 Gs;spfs;) 

(c) tpw;gidj; juF &.100,000/- ,w;F Nkw;gl;l njhifahf ,Ug;gpd;> mjd; kPJ xU tpNrl 

tUkhd tup tpjpf;fg;gLfpwJ. tpw;gidj; juF tUkhdk; &.100,000/- ,w;F Nkw;gbd; 

mjw;F 30% tup tpjpf;fg;gLfpwJ.    

E1001 ,yf;f CopaUf;Fupa ,e;j tupiaf; fzpg;gPL nra;tjw;F Ez;ziw I3 ,w;fhd 

#j;jpuj;jpid milahsk; fhz;f.milahsk; fhz;f.milahsk; fhz;f.milahsk; fhz;f.    (03 Gs;spfs;) 
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(d) Ntiyj;jhs; xd;wpd; Ez;ziw H6 MdJ 12,345.67 vDk; ngWkjpiaf; nfhz;bUg;gpd; 

gpd;tUk; gzpf;$Wfs; (functions) xt;nthd;wpypUe;Jk; fpilf;fg;ngWk; ngWkjpfis 

(values)    milahsk; fhz;f.milahsk; fhz;f.milahsk; fhz;f.milahsk; fhz;f.   

(i) ROUND(H6,1) 

(ii) ROUND (H6,-1) 

(iii) ROUNDUP(H6,0)       (03 Gs;spfs;) 

 (nkhj;jk; 15 Gs;spfs;) 

                                
 

njhopy;rhu; fzf;fPl;Lj; jifiknahd;wpw;fhd guPl;irfis elj;Jk; fy;tp epWtdk; xd;wpd; 
guPl;irfs; Kfhikahsu; ePq;fs; vdf; fUjpf;nfhs;f. cq;fSf;F khztu; xUtuplkpUe;J 

fPNoAs;s kpd;dQ;ry; fpilf;fg;ngw;Ws;sJ :  

From: siribiris.perera@gmail.com 

To: exams@institute.org 

CC: registration@institute.org 

Subject: Exemptions from Accounting subject 

Message: md;gpd; Iah / mk;kzp, 

ehd; cq;fs; fy;tp epWtdj;jpy; gjpTnra;ag;gl;l xU khztd; 

vd;gJld; 2018 nrg;nuk;gu; khj fzf;fPl;Lj; jifik (kl;lk; 1) 

guPl;irf;fhf tpz;zg;gpj;Jk; cs;Nsd;. ehd; f.ngh.j. cau; jug; 

guPl;irapy; fzf;fPl;Lg; ghlj;jpy; “A” jur; rpj;jpapidg; ngw;wpUe;j 

fhuzj;jhy; kl;lk; 1 ,Ys;s fzf;fPl;L tpdhg;gj;jpuj;jpw;Fj; Njhw;wj; 

Njitapy;iy vd jq;fsJ epWtdj;jpypUe;J vdf;F mwptpf;fg; 

gl;bUe;jJ. ,e;j tpyf;fspg;Gf;F ehd; jFjpahdtdh vd;gJ gw;wpj; 

njspTgLj;jp jaTnra;J vdf;F mwptpf;f KbAkh? mjw;fpzq;f> vdJ 

mDkjp ml;ilapid toq;f KbAkhapd; mJ ghuhl;Lf;FupajhFk;.    

,g;gbf;F cz;ikAs;s> 

rpwpgpwp]; ngNuuhrpwpgpwp]; ngNuuhrpwpgpwp]; ngNuuhrpwpgpwp]; ngNuuh 

gjpT ,y. A12345 

gpd;Fwpg;G : vdJ f.ngh.j. c/j guPl;irg; ngWNgw;Wg; gpujpnahd;iw 

jq;fspd; rupghu;g;Gf;fhf ,j;Jld; ,izj;J mDg;Gfpd;Nwd;.  

Signature 

Text: 

rpwpgpwp]; ngNuuh 

fzf;F cjtpahsu;> ABC gpdhd;];> nfhOk;Ggpdhd;];> nfhOk;Ggpdhd;];> nfhOk;Ggpdhd;];> nfhOk;G 

Attachments: GCELAL.PDF 

cq;fSf;Fg; gpd;tUk; jfty;fSk; jug;gl;Ls;sd :  

fy;tp epWtdj;jpd; njhlu;G tpguq;fs; : 

njhopy;rhu; fzf;fhsu;fs; epWtdk;> ,y. 15, i`nyty; tPjp> ENfnfhil.  

njhiyNgrp / njhiyefy; : +94 112 345 678. 
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khztuhy; mDg;gg;gl;l kpd;dQ;rYf;Fg; gjpyspf;FKfkhf gpd;tUk; tplaj;ijj; njuptpg;gjw;F 

kpd;dQ;ry; mDg;GtJ njhlu;ghd jq;fsJ mwptpidg; gpuNahfpf;Ff.gpuNahfpf;Ff.gpuNahfpf;Ff.gpuNahfpf;Ff.    khztu;fSldhd rfy 

fbjj; njhlu;Gfs; gw;wpAk; khztu; tplaq;fSf;Fg; nghWg;ghd KfhikahsUk; 

(studentaffairs.mgr@institute.org) mwpe;Jnfhs;Sk; nghUl;L mtUf;F fbjj;jpd; gpujpaplg;gLjy; 

Ntz;Lk; vd;gJ fy;tp epWtdj;jpd; nfhs;ifahFk; vdf; fUjpf;nfhs;f. fPNo milahsg;gLj;jg; 

gl;Ls;s (a) njhlf;fk; (h) tiuahd ,ilntspfspy; epug;gg;gl Ntz;ba nghUj;jkhd 

jfty;fis ePq;fs; cq;fsJ tpilg; Gj;jfj;jpy; vOJjy; Ntz;Lk;. VjhtJ vLNfhs; cq;fshy; 

vLf;fg;gl;bUg;gpd; mjidAk; Fwpg;gpLf.  

From: …………………… (a) …………………… (02 Gs;spfs;) 

To: …………………… (b) …………………… (02 Gs;spfs;) 

CC: …………………… (c) …………………… (02 Gs;spfs;) 

Subject: …………………… (d) …………………… (02 Gs;spfs;) 

Message: md;gpd; jpU. …………………… (e) …………………… 

cq;fs; kpd;dQ;rYf;F ed;wp. cq;fsJ ngWNgW 
vq;fshy; guPl;rpf;fg;gl;lJ. ,jd;gb jhq;fs; kl;lk; 1 ,y; 
cs;s fzf;fPl;L tpdhg;gj;jpuj;jpw;Fj; Njhw;wj; 
Njitapy;iy vd;gij ,j;jhy; cWjpg;gLj;Jfpd;Nwhk;. 
kl;lk; 1 ,w;fhd ,w;iwg;gLj;jg;gl;l mDkjp ml;il 
jghy; %yk; tpiutpy; jq;fSf;Ff; fpilf;fg;ngWk;. 

mDkjp ml;ilapd; xU PDF gpujp ,j;Jld; 

,izf;fg;gl;Ls;sJ.   

cq;fSf;F NkYk; njspTgLj;jy;fs; Njitg;gbd; jaT 
nra;J fPOs;s vdJ njhiyNgrp ,yf;fj;jpd; Clhfj; 
njhlu;G nfhs;sTk;.  

,g;gbf;F cz;ikAs;s, 

…………………… (f) …………………… 

(01 Gs;sp) 

 

 

 

 

 

 

 

(02 Gs;spfs;) 

Signature 

Text: 

…………………… (g) …………………… 
(02 Gs;spfs;) 

Attachments: …………………… (h) …………………… (02 Gs;spfs;) 

 (nkhj;jk; 15 Gs;spfs;)  
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(a) jw;NghjpUf;fpd;w ngUksthd ,iza cyhtpfs; (web browsers) “Incognito Window”, 

“Private Window” vdf; Fwpg;gplg;gLfpd;w xU Gjpa cyhty; rhsuj;ijj; (browsing 

window) jpwg;gjw;fhd Xu; njuptpidf; (option) nfhz;bUf;fpd;wd.       

toikahd cyhty; rhsuk; (regular browsing window) xd;iw tpl mj;jifa rhsuk; 

(window) xd;wpy; fhzg;glf;$ba NtWghl;bid tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.     (03 Gs;spfs;) 

(b) ,iza cyhtp xd;wpYs;s reload / refresh njupT xd;wpdhy; Mw;wg;gLk; njhopw;ghl;bid 

(function)    milahsk; fhz;f.milahsk; fhz;f.milahsk; fhz;f.milahsk; fhz;f. ePq;fs; ,e;jj; njuptpidg; gad;gLj;jf;$ba re;ju;g;gk; 

xd;wpw;fhd cjhuzk; xd;iwj; jUf.   (03 Gs;spfs;) 

(c) VPN vd;gJ ,izaj; njhlu;gpid Nkw;nfhs;Sk;NghJ gaDs;s njhopy;El;gtpay; 

xd;iwg; Fwpg;gpLtjw;F gad;gLj;jg;gLk; Xu; RUf;ff; FwpaPlhFk;.    

VPN vd;Dk; gjj;jpdhy; Fwpg;gplg;gLtjd; nghUisf; (meaning) $Wf. ,jdhy; 

Mw;wg;gLk; gzp ahJ?   (03 Gs;spfs;) 

(d) “rpy ,iza kw;Wk; nkhigy; tq;fpr;Nrit jsq;fis toikahd gadu; ngau;fs; (user 

names) kw;Wk; flTr;nrhw;fisj; (passwords) jtpu> NtW nraw;ghLfisg; gad;gLj;jpAk; 

mZf KbAk;”. ,f;$w;Wld; ePq;fs; ,zq;FfpwPu;fsh? cq;fs; tpilapid epahag;gLj;Jf. 

 (03 Gs;spfs;) 

 

(e) mUfpy; fhl;lg;gl;Ls;s cU MdJ gj;jpupiffs; kw;Wk; Cf;Ftpg;Gj; 

Jz;Lg;gpuRuq;fs; Mfpatw;wpy; gpugykhd xd;whFk;. ,j;jifa cUf;fSf;F 

toq;fg;gLk; ngaiu milahsk; fhz;f.milahsk; fhz;f.milahsk; fhz;f.milahsk; fhz;f. mj;Jld; mtw;wpd; gaDf;fhd 

cjhuzk; xd;iw (01) $Wf.$Wf.$Wf.$Wf.    

 

 (03 Gs;spfs;) 

 (nkhj;jk; 15 Gs;spfs;) 
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tpahghu Nkk;gLj;jYf;fhd Jz;Lg;gpuRuk; xd;iw tbtikf;Fk; gzp cq;fSf;Fj; 

jug;gl;Ls;sjhf fUjpf;nfhs;f. fPNoAs;s cU ,Wjpahf tbtikf;fg;gl;l Jz;Lg;gpuRuj;ijf; 

fhl;LfpwJ : 
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vOj;JU (font) khw;wk; nra;ag;gltpy;iy vdf; fUJf. NkNy Jz;Lg;gpuRuj;jpYs;s gpd;tUk; 

$Wfs; xt;nthd;iwAk; khw;wk; (convert) nra;ag; gad;gLj;jf;$ba ikf;Nuhnrhg;w; Ntl; 

(Microsoft Word) ,Ys;s mk;rq;fis features) milahsk; fhz;f.milahsk; fhz;f.milahsk; fhz;f.milahsk; fhz;f. 

 

(a) “Sale” vdg; ngauplg;gl;Ls;s cUit> ,q;F jug;gl;lJ Nghd;W 
khw;wk; nra;tjw;Fg; gad;gLj;jf;$ba mk;rk;  

 

 (02 Gs;spfs;) 

(b) “REEMIX Mid-Year Clearance Sale” vd;Dk; thf;fpaj;jpd; Njhw;wj;ij (appearance) khw;wk; 
nra;tjw;Fg; gad;gLj;jf;$ba mk;rk; (02 Gs;spfs;) 

(c) “50%” vd;Dk; nrhy;ypd; Njhw;wj;ijAk; (appearance) ,ltikitAk; (position) khw;wk; 

nra;tjw;Fg; gad;gLj;jf;$ba mk;rk; (03 Gs;spfs;) 

 

(d) ,q;F jug;gl;lJ Nghd;W cUtpd; Njhw;wj;ijAk; ,ltikitAk; khw;wk; 

nra;tjw;Fg; gad;gLj;jf;$ba mk;rk;   
 

(03 Gs;spfs;) 

(e) “Hurry Up offer until stocks last or until 1
st

 August 2018 Only”  vd;Dk; thf;fpaj;ij fpuhgpf; 

(graphic) xd;wpDs; fhl;rpg;gLj;Jtjw;Fg; gad;gLj;jf;$ba mk;rk;  (03 Gs;spfs;) 
 

(f) njhiyNgrp ,yf;fj;jpd; Njhw;wj;ijAk; ,ltikitAk; khw;wk; nra;tjw;Fg; gad;gLj;jf; 

$ba mk;rk;  (02 Gs;spfs;) 

(Total 15 Gs;spfs;) 

 

(a) ikf;Nuhnrhg;w; gtu; nghapd;l; (Microsoft PowerPoint) ,Ys;s gpd;tUk; mk;rq;fshy; 

Mw;wg;gLk; gzpfis tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.  

(i) Handout Master. 

(ii) Ink Annotations / Start Inking. 

(iii) Add-Ins. 

(iv) Online Pictures. 

(v) Play Narrations. 

(vi) Insert Icons. (xt;nthd;wpw;Fk; 02 Gs;spfs; tPjk;> nkhj;jk; 12 Gs;spfs;) 

(b) cq;fSila Njapiy Vw;Wkjpf; fk;gdpf;F tUif je;Js;s ntspehl;Lf; nfhs;tdthsu; 

xUtUf;F> cq;fs; fk;gdpiag; gw;wpa Kd;itg;G (presentation) xd;wpid nra;AkhW 

ePq;fs; Nfl;fg;gl;Ls;sPu;fs;. cq;fSila Kd;itg;G, cq;fs; fk;gdpapd; $l;lk; elj;Jk; 

miwapYs;s Nkirf; fzpdpapy; (desktop computer) ,Uf;fpwJ. gtu;nghapd;l; Kd;itg;G 

Nfhg;gpid (Powerpoint presentation file) ntw;wpfukhfj; jpwe;jjd; gpd;du;> cq;fSila 

Rl;bapd; (mouse) efu;T jpBnudr; nraypoe;jJld; Rl;bia ,dp efu;j;j KbahJ 

vd;gijAk; ePq;fs; mwpe;J nfhz;Bu;fs;. mq;F NtW vt;tpj fzpdpfNsh my;yJ 

Rl;bfNsh ,y;iy vdf; fUjpf;nfhs;f.       
  

ePq;fs; Kd;itg;gpid vt;thW njhlq;f KbAk; vd;gij    tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.tpgupf;Ff.         (03 Gs;spfs;) 

gFjp B KbT 
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