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fy;tpg; nghJ juhjug; gj;jpu (rhjhuz ju)g; guPl;ir - 2019

93 - kpd; Mtzg;gLj;jYk; RUf;nfOj;Jk; 

	 1)	(i)		 a) 2¢1{2 ¡ 1 Gs;sp 

				    b) 2¢1{2 ¡ 1 Gs;sp 

	 	 (ii)		 a) 2 Gs;sp 

		  (iii)	 a) 2¢1{2 ¡ 1 Gs;sp 

				    b) 2¢1{2 ¡ 1 Gs;sp 

		  (iv)	 a) 4¢1{2 ¡ 2 Gs;sp 

		  (v)		 2 Gs;sp 

		  (vi)	 a) 2¢1{2 ¡ 1 Gs;sp 

				    b) 2¢1{2 ¡ 1 Gs;sp 

		  (vii)	 a) 1 Gs;sp 

				    b) 1 Gs;sp 

		  (viii)	 a) 1 Gs;sp 

				    b) 1 Gs;sp 

		  (ix)	 a) 2¢1{2 ¡ 1 Gs;sp 

				    b) 1 Gs;sp 

		  (x)		 2 Gs;sp 

																			                 

																						                      (10¢2¡ 20 Gs;spfs;)

	 2)	(i)		 a) 2 Gs;sp 

				    b) 4Gs;sp 

	 	 (ii)		 8¢1{2¡ 4 Gs;sp 														             (10 Gs;spfs;) 

	 3)	(i)		  3 Gs;sp 

		  (ii)		 3 Gs;sp 

		  (iii)	 a) 4¢1{2 	¡ 2 Gs;sp

				    b) 2¢1   	¡ 2 Gs;sp													            (10 Gs;spfs;) 
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	 4)	(i)		  2 Gs;sp 

		  (ii)		 2 Gs;sp 

		  (iii)   	2 Gs;sp

		  (iv)	 2 Gs;sp	

		  (v)		 2 Gs;sp																                (10 Gs;spfs;) 

	 5)	(i)		  2¢1 ¡ 2 Gs;sp	

		  (ii)		 2 Gs;sp 

		  (iii)   	2 Gs;sp

		  (iv)	 2 Gs;sp	

		  (v)		 2 Gs;sp																                (10 Gs;spfs;) 

	 6)	(i)		  (m)	 1 Gs;sp	

				    (M)	 2 Gs;sp  

				  

		  (ii)		 (m)	 1 Gs;sp	

				    (M)	 1 Gs;sp 

				    (,)	 1 Gs;sp 

		  (iii)   	(m) 2¢1{2¡1 Gs;sp			

		  	 	 (M) 2¢1{2¡1 Gs;sp			

		  (iv)	 (m) 1 Gs;sp			

		  	 	 (M) 1 Gs;sp														             (10 Gs;spfs;)

	

	 7)	(i)		  (m) 2¢1{2¡1 Gs;sp			

		  	 	 (M) 2¢1{2¡1 Gs;sp	  

		

		  (ii)		 (m) 2¢1{2¡1 Gs;sp			

		  	 	 (M) 2¢1{2¡1 Gs;sp	

				    (,) 2¢1    ¡2 Gs;sp	

	

		  (iii)   	(m) 1 Gs;sp			

		  	 	 (M) 2¢1{2¡1 Gs;sp			

		

		  (iv)	 (m) 1 Gs;sp			

		  	 	 (M) 2¢1{2¡1 Gs;sp												           (10 Gs;spfs;)
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f.ngh.j (rh.ju)g; guPl;ir - 2019

tpilj;jhs;fSf;Fg; Gs;spaply; - nghJ El;g Kiwfs;

	 tpilj;jhs;fSf;Fg; Gs;spapLk; NghJk;> Gs;spg;gl;baypy; Gs;spfisg; gjpAk; NghJk; Xu; 

mq;fPfupf;fg;gl;l Kiwiaf; filg;gpbj;jy; fl;lhakhdjhFk;. mjd;nghUl;L gpd;tUk; Kiwapy; 

nraw;glTk;.

	 1.	 tpilj;jhs;fSf;Fg; Gs;spapLtjw;F rptg;G epw Fkpo;Kid Ngdhit gad;gLj;jTk;.

	 2.	 rfy tpilj;jhs;fspdJk; Kjw;gf;fj;jpy; cjtpg; guPl;rfupd; FwpaPl;nlz;izf; Fwpg;gplTk;. 

,yf;fq;fs; vOJk;NghJ njspthd ,yf;fj;jpy; vOjTk;.

	 3.	 ,yf;fq;fis vOJk;NghJ gpiofs; Vw;gl;lhy; mtw;iwj; jdpf;Nfhl;bdhy; fPwptpl;L> kPz;Lk; 

gf;fj;jpy; rupahf vOjp> xg;gk; ,lTk;.

	 4.	 xt;nthU tpdhtpdJk; cggFjpfspd; tpilfSf;fhf ngw;Wf;nfhz;l Gs;spia gjpAk; NghJ 

me;j tpdhg;gFjpfspd; ,Wjpapy;     ,d; cs; gjpaTk;. ,Wjpg; Gs;spia tpdh ,yf;fj;Jld;   

 ,d; cs; gpd;dkhfg; gjpaTk;. Gs;spfisg; gjptjw;F guPl;rfu;fSf;fhf xJf;fg;gl;l epuiy 

cgNahfpf;fTk;.

		  cjhuzk; - tpdh ,y 03

		  (i)	 .........................................................................................

				   .........................................................................................

				   .........................................................................................

		  (ii)	.........................................................................................

				   .........................................................................................

				   .........................................................................................

		  (iii).........................................................................................

				   .........................................................................................

				   .........................................................................................

				   03 				   (i) 		 4 			   (ii) 		  3 			   (iii) 	 3      		  10
								            5 					       5 					    5 		       15

	 gy;Nju;T tpilj;jhs; (Jisj;jhs;)

 1.	 Gs;sp toq;Fk; jpl;lj;jpd; gb rupahd njupitj; Jisj;jhspy; milahskplTk;. mt;thW 

milahskplg;gl;l ,lj;ij ntl;b ePf;fpj; Jisj;jhisj; jahupf;fTk;. Jisj;jhis tpilfspd; 

kPJ rupahf itj;Jf;nfhs;sf;$bajhfr; Rl;nlz; milg;igAk; ntl;b ePf;fTk;. rupahd 

tpilfspd; vz;zpf;ifiaf; fhl;Lk; milg;igAk; ntl;b ePf;fTk;. rupahd> gpioahd tpilfis 

Fwpg;gplf;$bajhf xt;nthU tupirf;Fk; ,Wjpapy; ntw;W epiunahd;iw ntl;b Vw;gLj;jpf; 

nfhs;sTk;. ntl;bf;nfhz;l Jisj;jhspy;  gpujk guPl;rfuplk; ifnahg;gk; ngw;W 

mq;fPfupj;Jf; nfhs;sTk;. 

 2.	 mjd; gpd;du; tpilj;jhis ed;F guprPypj;Jg; ghu;f;fTk;. VjhtJ tpdhTf;F> xU tpilf;Fk; mjpfkhf 

Fwpapl;bUe;jhNyh> xU tpilf;fhtJ Fwpaplg;glhkypUe;jhNyh njupTfis ntl;btplf;$bajhf 

Nfhnlhd;iwf; fPwTk;. rpy Ntisfspy; guPl;rhu;j;jp Kd;du; Fwpg;gpl;l tpilia mopj;Jtpl;L NtW 

tpilf;Ff; Fwpapl;bUf;f KbAk;. mt;thW mopj;Js;s NghJ ed;F mopf;fhJ tpl;bUe;jhy;> mt;thW 

mopf;fg;gl;l njuptpd; kPJk; NfhblTk;.
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 3.	 Jisj;jhis tpilj;jhspd; kPJ rupahf itf;fTk;. rupahd tpilia  milahsj;jhYk; gpioahd 

tpilia  milahsj;jhYk; ,Wjp epuypy; milahskplTk;. rupahd tpilfspd; vz;zpf;ifia 

mt;tt; njupTfspd; ,Wjp epiuapd; fPo;  vOjTk;. mj;Jld; mtw;iw $l;b rupahd Gs;spia cupa 

fl;lj;jpy; vOjTk;. Gs;sp guptu;j;jid nra;Ak; re;ju;g;gq;fspy; guptu;j;jid nra;ag;gl;l Gs;spia 

cupa $l;bDs; vOjTk;.	

fl;likg;G fl;Liu kw;Wk; fl;Liu tpilj;jhs;fs;

	 1.	 guPl;rhu;j;jpfshy; tpilj;jhspy; ntWikahf tplg;gl;Ls;s ,lq;fisAk;> gf;fq;fisAk; FWf;Ff; 

Nfhbl;L ntl;btplTk;. gpioahd nghUj;jkw;w tpilfSf;Ff; fPo; NfhblTk;. Gs;sp 

toq;ff;$ba ,lq;fspy;  milahskpl;L mjidf; fhl;lTk;.

	 2.	 Gs;spfis Xtyz;l; fljhrpapd; ,lJ gf;fj;jpy; Fwpf;fTk;.

	 3.	 rfy tpdhf;fSf;Fk; nfhLj;j KOg; Gs;spia tpilj;jhspd; Kd; gf;fj;jpYs;s nghUj;jkhd 

ngl;bapDs; tpdh ,yf;fj;jpw;F Neuhf 2 ,yf;fq;fspy; gjpaTk;. tpdhj;jhspy; cs;s 

mwpTWj;jypd; gb tpdhf;fs; njupT nra;ag;gly; Ntz;Lk;. vy;yh tpdhf;fspdJk; Gs;spfSk; 

Kjy; gf;fj;jpy; gjpag;gl;l gpd; tpilj;jhspy; Nkyjpfkhf vOjg;gl;bUf;Fk; tpilfspd; Gs;spfspy; 

Fiwthd Gs;spfis ntl;b tplTk;.

	 4.	 nkhj;j Gs;spfis ftdkhf $l;b Kd; gf;fj;jpy; cupa $l;by; gjpaTk;. tpilj;jhspy; 

toq;fg;gl;Ls;s tpilfSf;fhd Gs;spia kPz;Lk; guprPypj;j gpd; Kd;dhy; gjpaTk;. xt;nthU 

tpdhf;fSf;Fk; toq;fg;gLk; Gs;spfis cupa tpjj;jpy; vOJTk;. 

	Gs;spg;gl;bay; jahupj;jy;

	 xU tpdhg;gj;jpuk; cs;s ghlq;fs; jtpu Vida rfy ghlq;fSf;Fkhd ,Wjpg;Gs;sp FOtpDs;  

fzpg;gplg;glkhl;lhJ.  ,J jtpu xt;nthU tpdhg;gj;jpuj;Jf;Fkhd ,Wjpg;Gs;sp jdpj;jdpahd 

Gs;spg;gl;baypy; gjpag;gl Ntz;Lk;. tpdhg;gj;jpuk; I ,w;fhd Gs;sp tpdhg;gj;jpuk; I ,w;Fupa 

Gs;spg;gl;baypy; 'Total Marks" vd;w epuypy; gjpe;J vOj;jpYk; vOj Ntz;Lk;. tpdhg;gj;jpuk; II 
,w;fhd Gs;sp tpdhg;gj;jpuk; II ,w;Fupa Gs;sp gl;baypy;  gFjpg;Gs;spfis cs;slf;fp  ,Wjpg;Gs;spia  

Gs;spg;gl;baypd;  'Total Marks"  vd;w epuypy; gjpaTk;.  43 rpj;jpug; ghlj;jpw;Fupa I, II, kw;Wk; III Mk; 

tpdhg;gj;jpuq;fSf;Fupa Gs;spfis jdpj;jdpahf Gs;spg;gl;baypy;  'Total Marks" vd;w  epuypy; 

gjpe;J vOj;jpYk; vOJjy; Ntz;Lk;.

	 21 - rpq;fsnkhopAk; ,yf;fpaKk;> 22 - jkpo;nkhopAk; ,yf;fpaKk; Mfpa ,U ghlq;fSk; 

tpdhg;gj;jpuk; I ,w;Fupa Gs;sp Gs;spg;gl;baypy; 'Total Marks" vd;w epuypy; gjpe;J vOj;jpYk; vOj 

Ntz;Lk;. tpdhg;gj;jpuk;  II, III ,w;fhd Gs;spfis jdp jdpahd Gs;spj;jhspy;  gFjpg;Gs;spfis 

cs;slf;fp 'Total Marks" vDk; epuypy; gjpjy; Ntz;Lk;. 

	 Kf;fpaf; Fwpg;G : 

	 rfy re;ju;g;gq;fspYk; xt;nthU tpdhg;gj;jpuj;jpw;Fk; cupa KOg;Gs;spahdJ KOj;jhdj;jpy; 

tpdhg;gj;jpuk; I, II kw;Wk; III vd;w Gs;sp gl;baypd; cupa epuypy; epuypy; cupa tifapy; gjpjy; Ntz;Lk;. 

ve;jtpjkhd fhuzq;fspw;fhfTk; tpdhg;gj;jpuj;jpd; ,Wjpg;Gs;spahdJ jrk jhdq;fspy; 

gjpag;glyhfhJ. 
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93 kpd; Mtzg;gLj;jYk; RUf;nfOj;Jk; 

1 3 4 4

2 2 3 3

3 1 1 4

3 1 2 1

4 2 4 1

1 1 1 2

3 3 1 2

4 3 3 4

2 4 2 3

3 1 3 4
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gFjp II

				    a) 	 - epjp epu;thf gpukhzq;fs; 	

				        	 - fl;lisr; rl;lq;fs; 

				       	 - Rw;wwpf;iffs; 

				      	 -  kuG 															              VjhtJ 	 (2¢1{2¡1 Gs;sp) 

				    b) 	 -	 epWtdgpukhzk;> xOf;fNfhit> kuG

					     -	 Nrkyhg Copau; epjpak; (EPF) 
					     -	 Nrkyhg ek;gpfif epjpak; (ETF) 
					     -	 Labour Act 	
																								                        (2¢1{2¡1 Gs;sp) 

																									                         (2 Gs;spfs;)

		

			   mYtyf glq;fspd; fl;likg;gpid tiujy;.

				    gpd;tUk; tplaq;fSf;F Gs;sp toq;fy; 

			   -	 jiyikajpfhupapd; ,Ug;gplk; Fwpg;gplg;gl;bUg;gpd;							       (1{2 Gs;sp) 

			   -	 me;juq;f nrayhsupd; ,Ug;gplk; Fwpg;gplg;gl;bUg;gpd; 						      (1{2 Gs;sp)

			   -	 gzpahsu;fspd; miktplj;jpw;F 												            (1{2 Gs;sp) 

			   -	 g+uzj;Jtk; 																		                  (1{2 Gs;sp) 

																									                         ( 2 Gs;spfs;)

		

		

			   (a)	-	 tpiuT  > nrtyT FiwT> ,yF> vz;zpylq;fhgpujpfs; ngwyhk; 					   

																			                   VjhtJ ,uz;bw;F 

																								                        (2¢1{2¡1 Gs;sp)		 	
	 (b) -	 Nghf;Ftuj;J 

				    -	 jghy; nryTfs;

				    -	 fhfpjhjpfs;

				    -	 rpw;Wz;b> ghdhjpfs; 

				    -	 guhkupg;G nryTfs; 	

																			                   VjhtJ ehd;fpw;F 

																								                        (1{4¢4¡1 Gs;sp)

																								                        (2 Gs;spfs; ) 
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			   mDg;gpdhu; 	 :-	 rhuq;fd; fk;gdp cw;gj;jp Kfhikahsu; 

			   ngWdu; 		  :-	 fy;ahz; fk;gdp 

			   nra;jp 			  :-	 cw;gj;jp eltbf;iffSf;fhd %yg;nghUl;fisg; ngwy; 

			   Clfk;			  :-	 njhiy efy; 							    

																									                         (2 Gs;spfs;) 

			   StartOffice  Select  the Programme Left click  on the Programme and drag it in to decktop 
			   StartOffice  Right click on the Programme  Select file Location  Send to Destop 	
																								                        	 (2 Gs;spfs;) 

		  	 (a)	-	 Neuk;> jpfjp 

				    -	 ,d;lu;nel; { ,izak; 

				    -	 W
				    -	 Start button 
				    -	 Keyman nghj;jhd; 								      

																							                       VjhtJ ,uz;bw;F 

																								                        (2¢1{2¡ 1 Gs;sp) 

			   (b)	VjhtJ ,uz;L glTUtpidf; Fwpg;gpl;L njhopw;ghL vOjpapUg;gpd; 

																						                        	 (2¢1{2¡ 1 Gs;sp) 

																							                       (nkhj;jk; 2 Gs;spfs;) 

			   (a) 	 Ctrl +S Key fis Nru;j;J mOj;Jjy; { Fwpj;j  Mtzj;jpid Save y; mOj;jTk;. 

			    	 	 - X Close Button  I  Click nra;aTk;.  

																							                       (2¢1{2¡ 1 Gs;sp) 

		  	 (b) 	 -	 Start Shut down  Ok
					     -	 Start  Signout  Shutdown 
					     -	 Start  Turnoff  Computer Turn Off 
					     -	 Press Windown + X Key Press U , and Press 	 U again 
																				                    	 VjhtJ ,uz;bw;F 1 Gs;sp 

																							                       (nkhj;jk; 2 Gs;spfs;) 
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		  	 (a)	-	 tyJ gf;fk; mOj;Jjy; 

				    -	 ,lJ gf;fk; mOj;Jjy; 

				    -	  Intelly Mouse Wheel	
																									                          	 (1 Gs;sp) 	

   (b) KjyhtJ jlit mOj;jy; njupjiyf;  Fwpf;Fk; ,uz;lhtJ jlit mOj;Jjy; jpwj;jiyf; 

				    Fwpf;Fk; nra;jiyf; Fwpf;Fk; 																                	

																								                        (1 Gs;sp) 

																						                      	 (nkhj;jk; 2 Gs;spfs;)

		  (a) -	 rpy;yiwf;  fhNrL. 

				    -	 khztu;fspd; Gs;spg;  gjpNtL

				    -	 rk;gsg; gjpNtL 

				    -	 khztu;fs; tuTg;gjpNtL 

																					                     VjhtJ ,uz;bw;F 1 Gs;sp 

		  	 (b) =IF (B1 ≥ 50, "P", "F")    	 (1 Gs;sp)

																							                       (nkhj;jk; 2 Gs;spfs;) 

		  z>x>c>v>n>x>X>c>C>N>R>m>M>,>a>s>d>f>g>l>k>j>h>G>S>K>L>F>o>O>J><>u>U Mfpa 

		  vOj;Jf;fs; ehd;F nrhw;fs; nfhz;l thf;fpak; xd;W vOjp ,Ug;gpd; Gs;sp ,Lf 

																							                       (2 Gs;spfs; ) 

																					                     (nkhj;jk; 10¢2¡20 Gs;spfs;)


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			   (a)  	 ,d;W cyfk; Kd;Nd       up tUfpd;wJ  xt;nthU ehl;bYk;  gy;NtW  gpur;rpidfs; 

					     fhzg;gLfpd;wJ. vy;yh ehl;Lf;Fk; nghJthdJ nghUshjhug; gpur;rpid MFk;. ehL 

					     Kd;Ndw ifj;njhopy; ’{ fy;tp ’{ Nghf;Ftuj;J vd;gd mgptpUj;jpaila Ntz;Lk; 

					     nghJ kf;fs; rkj;Jtj;Jld; tho Ntz;Lk;. 

									         -	 'up" apw;F gjpyhf 'wp" ,lg;gly; Ntz;Lk;. 

									         -	 nrhw;fs; ,lk;khwptuy; Ntz;Lk;. 

									         -	 Kw;Wg;Gs;spaply; Ntz;Lk;. 

									         -	 'fk" ,lg;gly; Ntz;Lk;. 

									         - 	 ePf;Ff	 (1{2¢4¡ 2 Gs;sp) 

									       

									         -	 xLf;fy;									         (VjhtJ 4 ¢1{2¡ 2 Gs;sp)

			   (b) -	 & ,lg;gl;l ,lj;jpw;F 'up" Rl;bia itj;J Back Space nra;j 'wp" ia Type nra;jy;. 

				    -	 'gy;NtW" vd;W nrhy;iyj;  njupT nra;J  Ctrl   +  X   nra;J gpd;G ehl;bYk; vDk; 

					     nrhy;iy mOj;jp  Ctrl    +   V     mOj;jTk;. 

				    -	  fhl;lg;gl;l ,lj;jpy; Back Space nra;jy; 

				    -	 'nghJthdJ" vd;w nrhy;ypy;  J vDk; vOj;jpd; gpd; Rl;bia itj;J Back Space 
					     nra;jy;  my;yJ Delete nghj;jhid mOj;Jjy;. 

																								                        (1¢4¡4 Gs;sp) 	

						    

 

d/



d/
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,yq;ifg; guPl;irj; jpizf;fsk; me;juq;fkhdJ

	

	

									       

	

							     

					   

											         

			 

 

														            
	

												          
																							                     
																						                    

																				                  

				  

	 	

																							                       ( 04 Gs;spfs;)

																							                       (10 Gs;spfs;) 

tzpf 

xOq;fikg;G 

tiffs; 

epjp xJf;fPL fpilf;Fk; 

topfs; 

Nehf;fq;fs; 

1 mur  

jpizf;fsq;fs; 

murplkpUe;J nraw;ghLfs;> ,yf;Ffis 

epiwNtw;wy;. eyd;Ndhk;gy;  

2 mur $l;Lj; 

jhgdq;fs; 

murplkpUe;J 

{ mq;fj;Jtg; 

gzj;jpypUe;J 

$l;Lj;jhgdq;fspd;  ,yf;fpid 

epiwNtw;wy;> ,yhgkiljy;  

3 gy Nehf;Ff; 

$l;LwTr; rq;fk; 

murplkpUe;J 

mq;fj;jtu;fsplk; 

,Ue;J 

,optsT ,yhgk;> nghUshjhu 

r%f eyNdhk;gy;. 

4 ,yq;if 

nrQ;rpYitr; 

rq;fk; 

cs;ehl;L ntspehl;L 

epWtdk;  {mq;fj;Jtg; 

gzj;jpypUe;J 

kUj;Jt Nritfis 

epiwNtw;wy;>r%fNrit 

toq;fs; 
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,yq;ifg; guPl;irj; jpizf;fsk; me;juq;fkhdJ

																					                     fiykfs; ,e;Jf;fy;Y}up>

																					                     khj;jis.

																					                     3{12{2019.

			   ghlrhiyapd; ngau; ..............................................

									       

						      rpj;jpuf; fz;fhl;rpf;fhd rpj;jpuq;fis rku;g;gpj;jy; 

			   Nkw;gb vkJ ghlrhiyapd; tUlhe;j rpj;jpuf; fz;fhl;rpahdJ vjpu;tUk; khjk; (1.10.2020) 

vkJ fy;Y}upapd; gpujhd kz;lgj;jpy; eilngwTs;sJ. ,e;epfo;tpw;fhf jq;fsJ ghlrhiy 

khztu;fspd; rpj;jpuq;fis 28.12.2019w;F Kd;gjhf rku;g;gpf;FkhW Nfl;Lf;nfhs;fpNwhk; 

													           

													                         ed;wp 

																								                        ,q;qdk; 

																								                        ...........................

																								                        mjpgu; 

																						                      (nkhj;jk; - 3 Gs;sp) 

			 

			 

			   md;GilaPu;> 

										          tUlhe;j guprspg;G tpoh 

			 

			   vkJ fy;Y}upapd; tUlhe;j guprspg;G tpohthdJ eilngwTs;sJ. 

						      gpujk tpUe;jpdu; 	:-	 jpU.rp.fkyehjd; (fiykfs; fy;Y}up mjpgu;) 

						      ,lk; 				    :-	 fiykfs; fy;Y}upapd; gpujhd kz;lgk;

						      fhyk; 				   :-	 31.01.2020

						      Neuk; 				    :-	 gp.g 2.00

			 

			   midtUk; rKfkspj;J tpohtpid rpwg;gpf;FkhW kfpo;Tld; Nfl;Lf;nfhs;fpd;Nwhk;. 

																              

																		                  guprspg;G tpoh Vw;ghl;Lf; FO> 

																		                  mjpgu;> Mrpuau;fs;>khztu;fs;>

																		                  ngw;Nwhu;fs;.

																		                  fiykfs; fy;Y}up. 

																		                  (nkhj;jk; 3 Gs;sp) 

1{2 Gs;sp 

1{2 Gs;sp 

1{2 Gs;sp 

1  Gs;sp 

1{2 Gs;sp 

1{2 Gs;sp 

1{2 Gs;sp 

1{2 Gs;sp 

1  Gs;sp 

1{2 Gs;sp 
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,yq;ifg; guPl;irj; jpizf;fsk; me;juq;fkhdJ

			   (a)	1. 	 jpdtuTg;gb { Nru;tpyf;fj;jpd;gb { tud;Kiw xOq;F 

				    2.	 jpdtuTg;gb   { tud;Kiw xOq;F 

				    3.	 vOj;jhsu; tpgug;gb 

					     tplak;rhu; Kiw  

					     mfutupirg;gb 

				    4. 	 jpdtuTg;gb  { tud;Kiw xOq;F 

																								                        (4¢1{2¡ 2 Gs;sp )

			 

		  	 (b)  gioa Nfhg;G Kiw  

				    -	 nfhOT $u; Kiw 

				    -	 fhg;G Gj;jf KiwAk;> cNyhf jhq;fp KiwAk; 

				    -	 tpupthd mfutupirKiw 

				    -	 nlhfhw;W Kiw{ rpw;wiw Kiw > ngl;bf;Nfhit Kiw 

					     nfhd;Nrhl;bdh Kiw > jpwe;j ,whf;if Kiw 

																								                        (2¢1{2¡ 1 Gs;sp )

				    etPd Kiw 

				    -	 nek;Gtpy; Kiw 

				    -	 epiyf;Fj;J Kiw 

				    -	 njhq;fy; Kiw 

				    -	 gf;fthl;L Kiw 

				    -	 fl;GydhF Kiw 

				    -	 Ez;gly Kiw 

																								                        (2¢1{2¡ 1 Gs;sp ) 

																									                         (4 Gs;sp) 

																							                       (nkhj;jk; 10 Gs;sp)
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,yq;ifg; guPl;irj; jpizf;fsk; me;juq;fkhdJ

			   -	 Start → All Progarmmes →Ms Office →Ms Word 
	 	 	 -	 Start →Ms Office → Ms Word 
			   -	 W    glTUit Double  Click nra;jy; 
																										                          (02 Gs;sp)

		

			    -	 Word Art y; nrd;W cUthf;fyhk; 

			   -	 Ms word y; thf;fpaj;ij njupT nra;J 

			   -	 Font Style 
			   -	 Font Size 
			   -	 Bold 
			   -	 Center 

																										                          (02 Gs;sp)

			 
			   -	 Formating tool bar  nrd;W Numbering njupT nra;ayhk;. Type nra;J nfhs;syhk;. 

			   -	 Formating tool bar  nrd;W Bullets  njupT nra;ayhk;. Type  nra;J nfhs;syhk;.

									         glTUit  Click nra;ayhk;. 

																									                         (02 Gs;sp)


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,yq;ifg; guPl;irj; jpizf;fsk; me;juq;fkhdJ

			   Insert Tool → Table y; 3 epiufs;> 4 epuy;fs; njupT nra;J Ok nra;jy; my;yJ 

		

						      	 Table 	 glTUit  Click nra;ayhk;. 

																									                         (02 Gs;sp)

		

				    	 Insert Table w;F nrd;W 

					     Insert →Boarder →Boarder Style  Ok 
																								                        	 (02 Gs;sp)

																								                        (10 Gs;spfs;) 

			   -	 tl;l tiuG 

			   -	 Nfhl;L tiuG 

			   -	 epuy; tiuG 

																									                         (02 Gs;spfs;)

			   = Sum(D3 :D12 ) 
		  	 = D3 + D12         
			   = D3 + D4 + D5 ..................  D12

																									                         (02 Gs;spfs;)







my;yJ

my;yJ
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,yq;ifg; guPl;irj; jpizf;fsk; me;juq;fkhdJ

	

			   = Sum(E3 :E12 ) 
			   = E3 +E12 
			   = E3 +E12 +E5 ...................... E12

			   D13 Select nra;J  Fill handle  ghtpj;J 

			   E13 tiu ,Of;f nra;a Ntz;Lk; . 

																								                        (02 Gs;spfs;)

			   =	 Averge(D3:D12)

			   =	 D3/10

			   =	 Ave(D3 : D12)

																					                     (02 Gs;spfs;)

	

			   = Max(E3: E12)

																								                        (02 Gs;spfs;)

																						                      (nkhj;jk;  10 Gs;spfs;) 

												            gFjp III - RUf;nfOj;J 

		  	 (m)	VjhtJ tpUk;gpa ,uz;L tis NfhLfs; vOjp mjw;fhd FwpaPl;bid mikj;jy; Ntz;Lk; 

				    1.  k; 		  2. e;	     3.l;		  4. r;       5. ];-e;j; 		 6. w;w; 		  7. z; 		  8. o; 

			 

																									                         (01 Gs;sp) 		

			   (M)  NghtPu; > nfhs;tPu;> gbg;gPu;> gapu;> cs;sPu;> njhiytPu;   ,d;;Dk; NtWgy  nrhw;fspy; VjhtJ 

				     ,uz;L nrhw;fs;  vOJjy; Ntz;Lk;.

																								                        (02 Gs;spfs;) 



my;yJ

my;yJ

my;yJ




my;yJ

my;yJ


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,yq;ifg; guPl;irj; jpizf;fsk; me;juq;fkhdJ

			   (m) 	 f;j;g; Mfpa vOj;Jf;fspw;fhd FwpaPl;bid tpupj;njOjy;                                (01 Gs;sp) 

			   (M)	 thif vd;w nrhy;ypw;fhd FwpaPL											                (01 Gs;sp) 

				  

			   (,)		 ,Uf;fpwJ> tUfpwJ Mfpa jdpf;Fwpr; nrhw;fspw;fhd FwpaPLfs;			   (01 Gs;sp) 

							     

																								                      

				  

			   (m) 

																								                        (01 Gs;sp) 

				    (M) 	 vk; myfpd; Xirfs; ,uz;L   ( VjhtJ ,uz;L) 

						      vk;> Vk;> Xk;> Xk; > vd;> Vd; > xd;> Xd; 

																								                        (01 Gs;sp) 

		  (m) nrhw;fspd; Muk;gj;jpy;  fh vd;w gf;fk; khw;wpa Xirapidj; jUk; nrhy; xd;W 

				    fhij>       fiy>       fhNtup ..................   ,d;Dk; gy nrhw;fspy; 	VjhtJ xU nrhy; vOjp 

															                      mjd; 	FwpaPl;bid mikj;jy; Ntz;Lk; 			 

																	               

			      																						                      (01 Gs;sp) 

			   (M) KjyhtJ>  ,uz;lhtJ< nrhy;ypatuhtJ> NghtjhtJ ............ ,d;Dk; gy nrhw;fspy; 	

				    xU nrhy; vOjp  mjd; 	 FwpaPl;bidAk; mikj;jy; Ntz;Lk; 		            (01 Gs;sp)

																									                         (10 Gs;spfs;)
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,yq;ifg; guPl;irj; jpizf;fsk; me;juq;fkhdJ

		

			   (m)	 muk;> mud;> mu;j;jk;> ifjhd;> Muk;> Mu;jhd; ,d;Dk; VjhtJ nrhw;fspy; ,uz;L 

				    nrhw;fs; vOJjy; Ntz;Lk;.  

																									                         (01 Gs;sp) 

			   ( M)  tprhy> tPjp> tpijg;G> tpjpg;gb 

																									                         (01 Gs;sp) 

		  (m)		 flTs;> fil> fl;lis> fl;lisg;gb> Nfhis> fl;Lg;gbahf ,d;Dk; gy nrhw;fspy; VjhtJ 

				    tpUk;gpa ,uz;L nrhw;fs; vOJjy; Ntz;Lk;.

							     

																								                        (01 Gs;sp) 

		  (M) 					      tis 							             gis 	

																								                        (01 Gs;sp) 

			 

				    1. %is -                                 2. Kfpy; - 

																									                         (02 Gs;sp) 

	

	 (m) 	 'e;l;"  tisNfhl;Lf;F ,uz;L jkpo;r; nrhw;fs;  elg;G> elthJ VjhtJ tpUk;gpa ,uz;L nrhw;fs; 

			   vOJjy; Ntz;Lk;. 

																									                         (01 Gs;sp ) 

	 (M)	 ghJfhg;G> VNfhgpj;j> tsu;r;rp> ,d;Dk; jdpf;Fwpr;  nrhw;fspy; VjhtJ  tpUk;gpa ,uz;L 

			   nrhw;fs; vOJjy; Ntz;Lk;. 

																									                         (01 Gs;sp) 
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,yq;ifg; guPl;irj; jpizf;fsk; me;juq;fkhdJ

			   (m) glk; £ ,y;																			                  (01 Gs;sp)

			   (M)  Fbir                                       Glit  											           (01 Gs;sp)

																									                         (10 Gs;spfs;) 

		

																	               

 

			 


