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Task bar and Start Menu 

 
Tfí 

mß.Klfha Task bar tfla iy 
Start Menu tfla fjkia lssÍu 
ioyd Control Panel tfla  
Task bar and Start Menu 
Ndú;d l, yel'  
 

01. Control Panel ;=<ska Task bar 

and Start Menu fj; .uka 
lrkak'  

02. túg my; mßÈ Task bar and 

Start Menu Properties Dialog box tl ,efí'  
 
 

* l%shd úrys; jQ úg  = Ctrl + Alt + Delete 
 

03. fuysTask bar appearance , Task bar Location  On Screen hk ia:dkj, Tng wjYH  
 mrsos ieliSu isoqlr Apply  , Ok Click lrkak'  
 
04.   Start Menu tfla  fjkialï lsÍu ioyd by; Dialog box tfla Start Menu tab tl  

   Click lrkak' tys Power button action tl Tng wjYH mrsos  fjkia lr th  
 we;=,;a lsrSu ioyd Apply  , Ok Click lrkak'  
 
 

Sound ieliSu  
 
   Tfí mß.Klfha Sound ieliSu ioyd Control Panel tfla Sound 

Ndú;d l< yel' fuys§ wmg mß.Klfha úúO wjia:dj,§ ( Close Programme , Select , 

Minimize , Menu , Pop ï Up , Open Programme , Exit Window éééé.) l%shdldÍ ùu 
ioyd Sound ,nd Èh yel'  
 

01. Control Panel ;=<ska Sound fj; .uka lrkak'  
02. túg ,efnk Dialog box tfla Sound tab tl Click lrkak'  
03. túg th my; mßÈ fõ'  
04. fuys Programme Events ;=<ska Sound ,ndÈh hq;= wjia:d f;darkak'  
05. bkamiq my<ska we;s Sounds ;=<ska Tng wjYH Sound Name tlla f;dard  
 Apply  ,Ok Click lrkak'  
06. fï wdldrhg Sound ,nd§u l, yel'  

 
 

Files iy Folders 
 

* File tlla hkq o;a; hï m%udKhla .nvd lr ;nd.; yels l=vdu fldgihs' thg kula ( 

Name ) ,  

 j¾.hla (Type ) , Odß;djla ( Size ) , .nvd lr we;s ;ekla ( Location ) , yd th Ndú;d 
l, wh  
 ms<sno úia;r ( Access Permission ) jeks lreKq mj;S' Files m%Odk jYfhka fldgia 02la 
mj;S' th  
 User Files iy System Files. wm úiska mß.Klfha .nvd lrk Files User Files kï fõ'  
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* Folder hkq Files fyda fjk;a Folders .nvd lr ;nd .ekSug fufyhqï moaO;sh u.ska 
ks¾udKh lrk  
 fuj,ula f,i ie,lsh yel'  

* C. drive tl ;=< Folder ks¾udKh ù we;s wdldrh my; mßÈ ±laúh yel'  
 
 

C . Drive 
 

 
 
 
 Windows Users                                               Programme Files 

 

 

 

 

                                                                     Dell                                                Students 

 

 

 

Files iy Folders iu. jev lsrSu  
 
  mrs.Klhl  wm jev lrk úg Files iy Foldersms<snoj b;d fydo 
wjfndaOhla ;sìh hq;=h'  
 

 
Files i y Folders ks¾udKh lsrSu 
Create Folders And Files 

 
mrs.Klfha  Foldersiy Files iEoSfï§ m%Odk lreKq 02 g wjOdkh fhduq l< hq;=hs' 
 
1. Filesfyda Foldersioyd w¾:j;a kula ,nd§u'  
2. Filesfyda Folder.nvd lrkafka ( Save ) l=uk ia:dkfha§ hkak ms<snoj 
 
 

Desktop tl ;=< Folders ks¾udKh lsrSu 
Create Folders With Desktop 

 

1. Desktop tfla ysia;ekl Right Click lrkak'  

2. túg ,efnk Short Cut Menu tfla New               Folder Click lrkak'  

3. túg ,efnk Folder tfla mj;sk ku uld Tng wjYH ku Type lr Enter lrkak'  

 

 

Documents ;=<Folder ks¾udKh lsÍu'  
Create Folders With Documents 

 
1. Documents ;=<g .uka lrkak'  

2. Tool bar tfla we;s New Folder Click lrkak'  

3. ,efnk  Folder tfla mj;sk ku uld Tng wjYH kula ,nd § Enter lrka  

* Tn úiska ks¾udKh lrk ,o Files iy Foldersj, ku fjkia lsÍu Rename Your Files and 

Folders. 
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1. ku fjkia lsÍug wjYH Filetfla fyda Foldertl u; Right Click lrkak'  

2. ,efnk Short Cut Menu tfla Rename Click lrkak'  

3. mj;sk ku uld Tng wjYH kula ,nd §  Enter lrkak'  
 
 

wkjYH Files fyda Foldes bj;a lsÍu'  
( Delete Your Files and Folders ) 

 
    Tn úiska ks¾udKh lrk ,o Files iy FolderswkjYH kï uld bj;a 
l, yel' túg tajd  
  uelSug fmr ;snQ ;ekska bj;a ù Recycle bin tl ;=< ;djld,slj ;ekam;a fõ' wjYH 
kï tajd kej; ,nd  
  .ekSu  fyj;a Restore lsÍu l, yel'  
 

1. uelSug wjYH Filetfla fyda Foldertl u; Right Click lrkak'  
2. ,efnk Short Cut Menu tfla Delete  Click lrkak'  
3. túg wod, Filetl fyda Foldertl Recycle bin tl ;=<g we;=<;a lrkafka ±hs úuihs' 
( Are you Sure 
 want to move this folder to Recycle Bin ) 

4. túg tu Filetl fyda Foldertl tu ia:dkfhka bj;a ù Recycle bin tl ;=< 
;djld,slj .nvd fõ'  

 

Files iy Folders msgm;a lsrSu 
Copy Folders And Files 

 
   Tng wjYH kï Tn úiska ks¾udKh lrk Files iy Foldersj, msgm;la 
fjk;a ;ekl .nvd lr ;nd.; yel' Desktop tl ;=< fj;ska mj;sk Filetlla Documents 

;=,g Copy lsÍu'  
 

1. Desktop tflys mj;sk msgm;la ,nd.; hq;= Filetl u; Right Click lrkak'  
2. túg ,efnk Short Cut Menu tfla Copy  Click lrkak'  
3. bkamiq Documents ;=<g .uka lrkak'  
4. tys ysia;ekl Right Click lr Paste Click lrkak'  túg Desktop tflys ;snQ wod, 
Filetfla msgm;l  
 Document;=<g ,efí'  

 

Documents ;=< mj;sk File tlla tys mj;sk Folder tlla ;=,g msgm;a 
lsÍu'  
 
1. Documents ;=<g .uka lrkak'  

2. msgm;la ,nd .ekSug wjYH Filetl u; Right Click lr ,efnk Short Cut Menu tfla 
Copy  Click lrkak'  
3. tu Filetl msgm;a l, hq;= Foldertl Open lrkak'  
4. tys ysia;ekl Right Click lr ,efnk Short Cut Menu tfla Paste  Click lrkak'  
 

Move  Your Files and Folders 
 

  Tng wjYH kï Tn úiska ks¾udKh lrk ,o Files iy FoldersTng wjYH 
;eklg Move l, yel' tys§ isÿjkafka wod, Filetl fyda Foldertl mj;sk ia:dkfhka bj;a 
ù fjk;a ;ekl .nvd lssÍuhs' Desktop tl ;=< mj;sk Folder tlla ;=,g Move  lsÍu'  
 
1. Move lsÍug wjYH Filetl u; Right Click lrkak'  
2. túg ,efnk Short Cut Menu tfla Cut  Click lrkak'  
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3. wod, Filetl Move lsÍug wjYH Foldertl Open lrkak'  
4. túg wod, Filetl Foldertlg Move fõ'  
 

Files iy Folders wod, ia:dkh ;=< ms<sfj,g ieliSu'  
 
Desktop tl ;=< mj;sk Files iy Foldersms<sfj,g ieliSu'  
 
1. Desktop tflys ysia;ekl Right Click lrkak'  
2. túg ,efnk Menu tfla Short by           Name 
            Size 

            Item Type 

            Date Modified 

3. fuhska Tng wjYH l%uh f;darkak'  
4. túg Tn ,ndÿka wdldrhg ms<sfj,lg ilia fõ'  
 

Create a ShortCut ( fIdaÜlÜ ks¾udKh lsÍu ) 
 

  Tfí mß.klhg yÿkajd § we;s mß.Kl jevigyka fj; myiqfjka .uka lsÍu 
ioyd ShortCutks¾udKh lrhs'  
 

* wm fuys§ mß.Klfha nyq,j Ndú;d lrk jevigyka lsysmhla ioyd ShortCutks¾udKh 
lrk wdldrh n,uq'  
 
1. Desktop tflys ysia;ekl Right Click lrkak'  
2. túg ,efnk Menu tfla New           ShortCut Click lrkak'  
3. túg ,efnk Dialog box tfla Browse Click lrkak'  
4. bkamiq my; wdldrhg wo d, jevigyk mj;sk ia:dkh f;dard fokak'  
 
  My Computer      My Computer                     

 

 

  Local Disk ( C : )       Local Disk ( C : )  

 

 

  Programme File   Windows 

 

 

  Microsoft Office   System  32 

 

 

  Office  12    Ms Paint 

 

 

  W   Window 
 
5. fufia wod, jevigyk mj;sk ia:dkh f;dard NextClick lrkak' bkamiq  Finish Click 
lrkak'  

Change Your ShortCut Picture ( fIdaÜlÜ  tll rEmh fjkia lsÍu ) 
 

   Tn úiska ks¾udKh lrk ,o ShortCuttll mj;sk rEmh fjkia l, yel' ta 
ioyd  
 
1. rEmh fjkia l, hq;= ShortCuttl u; Right Click lrkak'  
2. ,efnk Menu tfla Properties Click lrkak'  
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3. túg ,efnk Dialog box tfla Change Icon Click lrkak'  
4. túg ,efnk rEm ;=<ska Tng wjYH rEmh f;dard Ok Click lrkak'  
5. bkamiq Apply  , Ok Click lrkak'  
 

Computer 
 

  
 fuh System Icon 

tlls' Computer Ndú;d 
lr mß.Klfha mj;sk 
Disk drives ( Hard disk , 

DVD ,Rw , Pen ) yd 
mß.Klhg iïnkaO lr 
we;s Hard Ware ( Digital 

Camera , Phone , Printer ) 
fj; .uka lsÍug mq¨jk' 
ta jf.au mß.Klfha 
mj;sk TskEu ia:dkhla 
fj; Computer Ndú;d 
lr .uka l< yel'  
 
 
 
 
 

Recycle Bin 
 

   fuh o System Icon tlls' fï ;=, wm úiska uld bj;a lrk ,o o;a; 
;ekam;a fõ' tkï mß.Klfha mj;sk w;HdjYH o;a; uld bj;a l, úg ;djld,slj ;ekam;a 

jkafka Recycle Bintl ;=<hs'  
 

* Tng wjYH kï Recycle Bintl ;=< mj;sk o;a; kej; ,nd .ekSu fyj;a Restore lsÍu 
l, yel' túg tu  
 o;a; uld bj;a lsÍug fmr ;snQ ia:dkfha kej; ;ekam;a fõ'  
 

* Recycle Bintl ;=< mj;sk o;a; uld bj;a l,fyd;a tajd iaÓr jYfhkau Hard Disk tl 
;=<ska uelS bj;a ù 

 hhs' tajd kej; 
,nd .ekSu l, 
fkdyel'  
 

* Recycle Bintl 
;=< mj;sk o;a; 
ish,a, tljr uld 
bj;a lsÍu ioyd 
Empty the Recycle 

Binkue;s úOdkh  
 Ndú;d lrkak'  
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Task Manager 
 
   Tn mß.Klfha  jev lrñka isák úg we;eï wjia:dj,§ 
mß.Klfha iuyr jevigyka m%;spdr fkdolajk ;;ajfha ( Not Responding ) miq fõ' túg 
tu jevigyka bj;a lrk ;=re mß.Klh Shut Down l, fkdyels fõ'  
 

* tjeks wjia:djl§ wmg Task Manager fj; f.dia Not Responding ;;ajfha miqjk 
jevigyka keje;aúh  

 yelsh' ta ioyd  
 
01. my; tla 
wdldrhlg Task 

Manager fj; 
hkak'  
 

i. Task bar tl 
u; Right Click 
lrkak'  

ii. Task Manager 

Click lrkak'  
 (Ctrl  +  Alt  +  

Delete ) 

 

* túg my; 
mßÈ Windows Task 

Manager Dialog 

box tl ,efí'  

 

* fuys Task ;=<ska Not Responding ;;ajfha miqjk jevigyka f;dard my<ska we;s End Task 

Click lrkak' túg  
 tu jevigyk l%shd;aul ùu mj;S' fufia Tng mß.Klfha mj;sk Not Responding 
;;ajfha miqjk  
 jevigyka l%shd;aul ùu keje; aúh yel'  
 

Programme And Features 
 
    Tfí 

mß.Klhg yÿkajd § we;s 
mß.Kl jevigyka 

mß.Klfhka bj;a lsÍu iy 
w¨;ska mß.Kl jevigykla 

Tfí mß.Klfha ia:dmkh 
lsÍu ioyd Control Panel ys 

we;s Programme and 

  Featureshkak Ndú;d lrhs'  
 

* Tfí mß.Klfha mj;sk 
jevigykla mß.Klfhka 
bj;a lsÍu ( Uninstall) ioyd 
mj;sk l%uh wkq.ukh  
  lrkak'  
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01. Control Panel ;=<ska Programme and Featuresfj; .uka lrkak'  

 

02. túg my; mßÈ Window tlla ,efnk w;r tys we;=<;a Programme;=<ska 
Uninstall lsÍug wjYH  

 jevigyk f;dard Uninstall Click lrkak' túg wod< jevigyk mß.Klfhka 
bj;a fõ'  

* Tnf.a mß.Klhg w¨;ska jevigykla Install lsÍu ioyd my; l%uh wkq.ukh lrkak'  
 

01. wod, jevigyk mj;sk CD tl fyda DVD tl mß.Klhg we;=,a lrkak' tfia 
fkdue;s kï wod<  
 jevigyk we;=<;a  Pen Drive tl mß.Klhg iïnkaO lrkak'  
 
02. Computer ;=<g f.dia wod, jevigyk we;=,;a CD / DVD / Pen Drive tl Open 
lrkak'  
 
03. bkamiq  Install lsÍug wjYH jevigykg wod, Setup kue;s Filetl Open lrkak'  
 
04. túg jevigyk Install lsÍug wjYH Window tl ,efnk w;r wjYH Seial Key 

Product tlÕ ,nd §  
 ,efnk  Wmfoia j,g wkqj  Install lrhs'  
 
05. túg wod, jevigyk ksishdldrj Install jqfKa kï th Control Panel ys 
Programme and Features ;=< 
 ia:dmkh ù we;s whqre ±l.; yel'  

 

 

Install Fonts 
 

    Tfí mß.Klhg úúO j¾.fha wl=re j¾. Font Install lsÍu ioyd 
Control Panel ys we;s 
 Fonts hkak Ndú;d l, yel' ta ioyd  
 

01. Fonts we;=<;a CD / DVD / Pen Drive tl mß.Klhg we;=,a lrkak'  
 
02. bkamiq Computer ;=<ska Fonts we;=<;a CD / DVD / Pen Drive tl Open lr tys 
we;=<;a Font ;=<ska  
 Install lsÍug wjYH Font Select lr Copy Click lrkak'  
 
03. bkamiq Control Panel ;=<ska Font fj; .uka lrkak' tys ysia;ekl Right Click lr 
Paste Click  
 lrkak' túg Tn f;dard.;a 
Font Control Pannel  ys  Fonts 
;=<g we;=<;a fõ'  
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MICROSOFT OFFICE WORD 2007 
 

Microsoft wdh;kh úsiska ,sms f,aLk wdY%s; lghq;= myiqfjka isÿ lr .ekSu i|yd Word 
uDÿldx.h ks¾udKh lr we; ' fuys ixialrKhka lsysmhla Ndú;fha mj;S 'wm fuysoS 

wOHhkh lrkq ,nkafka Word 2007 ixialrKh ms<sn|jhs ' ieneúkau fuh mo ieliqï 
meflachla f,i o ye|skaúh yels w;r wl =re ghsma lsrSu jd¾:d ks¾udKh lsrSu yd wfkl=;a 
ks¾udK lsrSu i|yd Tng fuh Ndú;d l< yel '   
 

Word jevigyk l%shd;aul lsrSu  

Start 
All programs 
Microsoft office 
Microsoft office 2007 
 
 túg my; rEmfha osiafjk 

wdldrhg iudk Word 2007 m%Odk 
úkafvdaj u;=fjh  
  

Office Button 
Word 2007 Window tflys by< jïmi fl,jf¾ Ms office Button tl msysgd we; ' Tn 

fuh click  l< úg Menu tlla ,efì' w¿;a f.dkqjla ks¾udKh lsrSu f.dkqjla újD; lsrSu 

fyda jid oeóu " f.dkqjla Save lsrSu yd ;j;a fndfyda ld¾hhka i|yd fuu Menu tl 
Ndú;d l< yel '  
 
 
 
 
 
 
 
 
 
 
 
 
 

Quick Access Toolbar 
Office button tlg ol=fKka we;s l=vd tool bar fï kñka yÿkajhs ' Tn nyq,ju Ndú;d 

lrk tool  fï ;=<g we;=<;a lr ;nd .; yel ' Word iu. fú.fhka jev lsrSfï oS fuu 

tool bar tl b;d jeo.;a fú '  
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Á RibbonQuick Access Toolbar tlg my<ska we;s menu tl yd thg my<ska we;s 

ish¿ tools we;s jkafka ribbon tlghs  
Á Text area  

 
Ribbon tlg my<ska we;s o;a; we;=<;a l< yels fldgihs ' (page ) text area tlhs '  

Á Scrool bar 
Text area tlg ol=Kska we;s fuh Ndú;d lsrSfuka Tnf.a Document  tfla wjYH ;eklg 
myiqfjka .uka l< yel '  

Á Status bar  
Text area tlg my<ska we;s ;Srej fï kñka yÿkajhs ' fï u.ska Document   tl ms<sn|j 

úia;rh ^ Document  tl ;=< we;s msgq m%udKh jpk m%udKh ,nd .; yel &   

Document  tlla hkq  

Document tlla hkq File/Folders .nvd ù we;s ia:dkhhs 

1&Document tlla SavelsrSu 

1 Office Button tl click lrkak  

2 ,efnk Menu tflka Save select lrkak  

3 Túg Save as Dialog box tl oelsh yel  

4 tys Save in Drop down list tflka Document tl .nvd lr we;s  
 ia:dkh f;dard .kak  

5 File name ia:dkhg  .e,fmk kula ,nd oS Save Button tl  

 Click lrkak  

2& .nvd lr we;s Documents tlla újD; lsrSu  

1 office Button click lrkak  

2 open select lrkak  

3 ,efnk Dialog box tfla look in drop down list tflka wjYH  

Document tl .nvd lr we;s ia:dkhg f;dard .kak  
4 wjYH File name tl select lr open button Click lrkak  
 
3& w¨;a msgqjla ,nd.kakd wdldrh 

1 office Button click lrkak  

2 New select lrkak  

3 Blank document select lr create button tl Click lrkak  

4&Document tlla close lsrSu 

1 úkafvdafú by< ol=Kq fl<jf¾ we;s close button tl Click 
 lsrSfukadocument fukau Word Window jo jeiS hhs' tfia;a  
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 fkdue;s kï document bj;a jkafka fufiah '  

1 office Button click lrkak  

2 office menu tfla my<ska we;sclose option tl Click lrkak  

Command Tabs 
 

ludkaâ geíia hkq commands j, ;d¾lsl tl;=h' Word 2007 oS iïu; ieliqu f,i Home 
/Insert/pagelayout/Reference/Mailings/Review/View hk geíia oel .; yelsh ' lsishï Tab  
kula u; click l, úg th biau;= fjhs ' túg tys we;s commands wdosh oel.; yelsh ' 

Word m%fúYkh fj; wjia:dfú iïu; f,i biau;= ù we;af;a Home tab tlh '  
 

 
 
 
 

Home Tab 
 

Font Group 
 

 
 
 
 
 
Á wjYH wl=re j¾.hla f;dard .kakd wdldrh  

1 Home tab click lrkak   

2 Font group tfla Font list tflka wjYH font j¾.hla f;dard  
 .kak   

 
Á Font size fjkia lr .kakd wdldrh  

1 wjYH text select lrkak  
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2 Home tab click lr Font group tfla Font size tool tl click lrkak  

3 ,efnk list tflka wjYH w.hla f;dard .kak  
 

fglaiaÜ fnda,aâ bge,sla yd wkav,hska lsrSu 
 

lsishï fPaohla jdlHhla fyda jpkhla fnda,aâ ^;o meye lsrSu& wl=rbge,sla ^we, 
lsrSu&fyda wkav,hska lsrSu ^háka brs we|Su& u.ska th jvd;a lemS fmfkk ;;ajhlg 
m;alr .; yelsh ' tu.ska th flfrys jeä wjOdkhla fhduqjk w;r fvdlshqukagfha 
fmkqu wdl¾IKSh fjhs '   

 
 
 

Á wl=re Bold lsrSu   
 

1 wjYH text select lrkak          

2 Home tab click lr Font group tfla Font Bold tool tl click lrkak  
 

Á wl=re Italic lsrSu  
 

1  wjYH text select lr Home tab click lr Font group     tfla Italic tool tl  

clicklrkak  
 
Á wl=re j,g háka f¾Ldjla ks¾udKh lsrSu  

 

1  wjYH text select lrkak  

2  Home tab click lr Font group tfla Font underline tool click  

3 underline tl fjkia lr .ekSu i|yd underline tool tfla olakg ,efnk Aro head tl 

click lrkak  

,efnk list tflka wjYH underline style  tlla f;dard .kak  

4  tu list tfla we;s underline colour tl Ndú;d lrwjYH kï underline t i|y  j¾Khla 
f;dard .ekSu isÿl< yel  
 
 
Á wl=re j, j¾Kh  fjkia lr .kakd wdldrh  

 

1  wjYH text select lrkak  

2  Home tab tl click lr Font group tfla Font colour Tool tfla olakg ,efnk Aro 
head tl u; click lrkak  

3 ,efnk menu tflka wjYH j¾Khla f;dard .kak  
 

 
Á fgiaÜ yhs,hsÜ lsrSu ^ biau;= lsrSu& 

 
uqøs; ,smshl yhs,hsg¾ fmka tllska l< úosiafjk 'wdldrhg osiaùu i|yd Tfí j¾â 
fvdlshqukaÜ j, fldgia yhs,hsÜ lr W¨mamd fmkaúh yel  
 

B 

I 

U 

A 

A 
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1  wjYH text select lrkak  

2  Home tab tl click lr Font group tfla Test highlightcolour dropdown  list Aro j 

click lrkak  
3  túg ,nd .; yels f*dk aÜia l,¾ iys; ,ehsia;=jla u;=fjhs '  

4 tajdhska Tng highlight lsrSug wjYH j¾Kh select 
 
 
Subscript    
 
idudkH wl=re msysgk wdldrhg jvd l=vdjg my,ska msysgk mrsos ilia lr .ekSu i|yd 
Ndú;d lrhs  
 

1 wjYH text select lrkak  

2 Font group tfla subscript tool tl click lrkak  
 

Superscript  
 
 
wl=re idudkH wl=re j, msysàug jvd by<g fhduq ù msysgk f,i ilia lsrSug Ndú;d lrhs '  
 

1 wjYH text select lrkak  

2 Font group tfla superscript tool tl click lrkak  

Paragraph Group 
 
Tfí fvdlshqukagfha we;s ,ehsia;=jla jvd;a fyd|ska wjOdkh fhduqjk f,i ks¾dKh lsrSug 

fyda wkqms<sfj<lg wkqj woshr fjkalr oelaùug wjYH hhs is;kak ' túg Bullets 
iys;j fyda wxl iys;j th bosrsm;a lsrSfuka wdl¾IKSh yd myiqfjka lshúh yels 
,ehia;=jla ilia lr .; yel '  
 

1 Bullets tla l, hq ;= ,ehsia;=j select lrkak  

2 Home tab tfla paragraph 
group tfla  Bullets fnd;a;u 

click lrkak ' túg ,nd.; yels 
nq,Ü f*daueÜia iys;,ehsia;=jla 
u;=fjhs   
3 Tfí ,ehsia;=jg tlal< hq;= 

nq,Ü f*daueÜ tl select lrkak  

4  wxl iys; ,ehsia;=jla tla lrkafka o by; oelafjkwdldrhgu h ' kuq;a fuysoS select 
l< hq;af;a Numberingbutton tlh '  

Align text left  
 

fPaohla msgqfú jïmi ia:dk.;j msysgk mrsos ilia lsrSug lrhs '  
 

 
Center  

X2 

X2 

................. 
ūūū 
ūūūū 
ūū 
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fPaohl  wl=re msgqfú ueo isg Type jk f,i ilia lr .ekSug fhdod .kS'  
 

Align Text Right  
 
 
 
 
fPaohla msgqfú jïmi ia:dk.;j msysgk mrsos ilia lsrSug fhdod .kS  
 

Justify 
 
 
 
fPaohl  wl=re msgqj mqrd msreKq iajrEmhlska osiajk mrsos ilia lr .ekSu 
 

Line speacing   
 
 
 
 
fPaohl fma<S w;r mr;rh ilia lr .ekSu i|yd Ndú;d lrhs  

1  wjYH text select lrkak  

2  Home tab click lr paragraph group tfla line spacing Tool tl click lrkak  
3  ,efnk menu tflka wjYH w.hla f;dard .kak  

Tab Setting 
Word Document tll wjYH ia:dkhg caser tl myiqfjka ,nd .ekSu i|yd Tab 
Settingilia lr yels fú  

1  Home tab click lrkak   

2  paragraph group tfla  ia:dkhg click lrkak   
3 túg paragraph Dialog box  tl oelsh yel  

4  tys tabs button click lrkak  

5  túg tabs Dialog box  tl oelsh yel  

6  tys tabs stop position ia:dkfha caser tl ,nd .; hq;= w.hla ,nd .kak  

7 Alignment option j,skatext type úh hq;= wdldrhla select lrkak  

8 ok button click lrkak  

ĴōŉŌōŚĈĚūūūūĖ 
 
fPaohla wdrïNfha isg fPaohla wjidkfha wfkl=;a fPaoh iu. we;s mr;rh ilia lr.kakd 
wdldrh  
 

1  mr;rh fjkia l< hq;= ia:dkh click lrkak  

2  Home tab click lr paragraph group tfla line specingtool click lrkak  

3 ,efnk menu t flka line spacing option select lrkak  

................. 
ūūū 
ūūūū 
ūū 

..................... 
ūūūūūĖĖ 
ūūūūūĖĖ 
ūūūūūĖĖ 

     ūūūūū 
ūūūūū 
 ūūūū 
      ūūūū 
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4 túg paragraph Dialog box  tl oelsh yel  
5 tys  Indents and spacing tab tl click lrkak  

6 spacing hgf;a olakg ,efnk Before yd  after ia:dkj, w.hka wjYH mrsos fjkia lr ok 
button click lrkak  

Select l< we;s fPaohlg  border tlla we;=<;a lr.kakd wdldrh  

1 wjYH text select lrkak  

2 Home tab click lr paragraph group tfla border tool tl bosrsfha olakg 

,efnk Aro head tl u; click lrkak  

3 ,efnk menu tflka wjYH wdldrhla f;dard .kak  
 

Border tlla ;=<g j¾Khl a we;=<;a lsrSu  

1 wjYH text select lrkak  

2 Home tab click lr paragraph group tfla shading tool tl bosrsfhaolakg 

,efnk Aro head tl u; click lrkak  

3 ,efnk list tflka wjYH j¾Khla f;dard .kak  

F ACCOUNTANT 
ICBS 

Employment 
marri  

ACHjeuehje 

Asian  
Mega 

Young 

H2O 

O
2 

NATION 
uykqjr  

ksu,a 
Alignment=Right 

Change the font, appearance, Efect , color & Fill  
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July 14,2013 
MrsJ.Wlter, 
Scoch& Yard Ltd, 
London. 
Dear Sir, 
 
Thank You Letter of 28 th November in which you ask for swisscurrenci for Your 
forthcoming visittoSwitzland. Foreingcurrencicannotbe issued without the production of 
an up to date passport. If you will either bring in or send you requary, bearing in or  send 
you current passport to us know the sam you requary, bearing in mind the present 
Government restrinction on the issue of foriengcurenci , We shall be glad to meet your 
requaments. 

Your Sincierly, 
M.B Johannas 

Manager of Simposon Company   
November 
Letter  
Currency  
Foreign 
Issued/Issue 
Production 
Current 
Sum 
Require 
Present 
Government 
Restriction  
Requirement 
Sincerely 
Manage                                            <Type and Check the spelling and Grammar 

 
 
April 2,2007 
Mr. Alvin Theodore  
Human Resource Manager 
1234 Modern Street Drive  
Town , NC 12345 
 
Dear Mr . Theodore  
 
I am exceedingly interested in this position with Telephone Inc., and believe that my education and 
employment background are appropriate for the position.  
While working toward my degree, I was  employed as a customer service representative with a small  
firm. I increased my call volume  while at Fresh foods, and I Would like to repeat that success. I Will 
complete my  degree in   marketing in may and will available to begin employment in early  June. 
Enclosed is a copy my resume, which  more fully details my  qualification  for  the position whit 
telephone inc . within the  next          Week I will  contact you  to confirm that you received email and 
resume and to answer any question you may have. 
Thank you for your consideration. 
 
Sincerely, 
Jane Doe 
My portfolio -www.doeportfolio.com 
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Computer Courses 
1) Certificate Course in Computer Studies 

a. Introduction 

b. Window 

c. Ms office 

i. Word 

ii. Excel 

iii. Power point 

iv. Access 

d. Internet & E-m mail 

e. Programming in visual Basic 

2) Computer science 

a. programming and visual basic 

b. Micro soft office 

i. Word 

ii. Excel 

iii. Access 

c. Html 

3) Graphic Desingn 

a. Adobe maker 

b. Ado photoshope 

c. Corel Draw 

d. Illastator 

e. In Design 
*Repeat this Exercise using Bullet Option* 
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CARRICULUM VITAE 

PERSONAL DETAILS 
Name with Initials : Kodagoda W.M.S 

Name in Full  : WasalaMudaligeSanchitheKodagoda 

Address  : NO: 12/1, Green Yard, Colombo 7 

Contact of Birth : : 011259345 

N.I.C No  : 15
th
 June 1985 

Nationality  : 855468562V 

Civil Status  : Sri Lanka Buddihst 

School Attended : St.Tomas Collage Colllombo. 

 

EDUCATIONAL QULIFICATION 
G.C.E (O/L) 

Year-2001   Index No-3728585 

Subject    Grade 

Mathematics   D 

Sinhala    D 

English                D 

Science                D 

Commerce   D 

Buddhism   D 

Music    D 

Social Studies   D 

G.C.E (A/L) 

Year-2004   Index No-4578965 

Subject    Grade 

Economics   A 

Business Studies  A 

Accounting   C 

EXTRA CURRICULAR ACTIVITIES 
ü Member of the School Chess association 
ü The captain of the school hockey team 
ü Member of the school envirommental Society 

OTHER QUALIFICATION 
ü I have Obtained a diploma in computer science 

I do hereby certify that the above particulars true and accurate to the best of my knowledge. 
ΧΧΧΧΧΧΧΧΧΧΧΧΧ       ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ 

Date         Signature 
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Application Software 
 
Application software consists of programs that perform specific tasks for 
users. Popular application software include word processing software ,  
spreadsheet  software , data base software , and presentation graphic 
software. 

 
ord processing software allow you 
to create document . spreadsheet  
software allows you to calculate 
numbers arrange in rows and 

columns. Users perform financial. Database 
software allows you to store data in an 

organized fashion, with presentation graphic  
software; you create document called slides that 
add visual to presentation. Software vendors 
often bundle and cell these four application 
together as a single unit.  

 
 
1    Word processing 

a) Microsoft word 

b) Corel word perfect    

c) Lotus word pro  

d) Microsoft pocket word 

2 Spreadsheet   

a) Microsoft excel 

b) Corel Quattro pro 

c) Lotus 

d) Microsoft pocket excel 

Software 
Microsoft Word 
Corel word perfect 
Microsoft pocket word 
Microsoft excel 
Corel Quattro pro 

 
Institute   No of Users 
±¢!ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦΦΦΦΦпфр 
5¢9¢ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦтп 
b¸{/ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦмрл 
±¢!ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦнрл 
5¢9¢ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦпр 

W 

WORD PROCESSING 
Microsoft word 2007 

Corel word perfect 2005 

Lotus word pro 2000 

2008 Year 
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NATIONAL CERTIFICATE  INFORMATION& 
COMMUNICATION THECHNOLOGY 

(NCICT) 

FINAL EXAMINATION ςDESEMBER 2005 

Index No:- 
Name of the center:- 

Practical paper A 

Duration ς 02 hours Marks scores 

Question No 01 MS Dos -20 mins  

Question No 02 MS Windows -20 mins  

Question No 3.1 MS Words -20 mins  

Question No 3.2 MS Words -30 mins  

Question No 04 MS Excel -30  mins  

 
Instruction candidate:- 
× This paper contains 05question 

× Allocated time for the paper is 2 hours 

 

 
 
 
 
 
 

 
 

NIC 
NITCTEXT 

HERE 
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 International School 

 
Result Schedule 

Final year Examination2009 
 
Full Name Of the candidate 

 

Subject Medium Grade 

   

   

 
The Medium in which the candidate appeared for each subject mentioned in the 
respective column N/A denotes the medium is  not applicable. 

 
Particulars of symbols 
¶ A ................................................ Distinction pass   

¶ B ................................................ Very good pass 

¶ C ................................................ Credit pass 

¶ S ................................................. Ordinary Pass 

¶ W ............................................... Weak 

¶ + ................................................. Absent 

 
5ŀǘŜ ƻŦ LǎǎǳŜΥΧΧΧΧΧΧΧΧΧΧΧΦΦ     ΧΧΧΧΦΦ
................................................... ΧΧΧΧΧΧΧΧΦΦ 
...................................................      Director of 
studies  

 
 
 

bŀǘƛƻƴΩǎ !ŎŀŘŜƳȅ 
  

GREENWAY   COLLAGE 

GREENWAY 
COLLAGE 

ABC+ 
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Affiliated University Collage. 

ABC + COMPUTER   ACADEMY  (PVT) 

 @ A member of ABC + holding ltd 
 
NOTE: Please read the rule and regulations over left before completing from and all the 
���o���v�l�•�����Œ�����(�]�o�o�������]�v�����o�}���l�������‰�]�š���o�����v�������Z�E�/�>�[���}�Œ���Z�E���[���š�}���������v�������•�•���Œ�Ç. 
       

APPLICATION FORM 
Name : .......................................... initials  ...............................................................  
Sex  :                                                          course name ...............................................   

Date of birth : DD/MM/YY                           
N.I.C 

   

 
Address 

............................................................................................................................................. 
: 

 .............................................................................................................................................  
 .............................................................................................................................................  
Phone No ................................................  
 
G.C.E  O/L YES  NO  Pending                                                            G.C.E  A/L   YES  NO   Pending 

 
 
 
  
 

 
I hereby declare above information is correct &  tr

  

          

Subject Grade 

  

  

  

  

  

  

  

Subject  Grade 

  

  

  

  

  

  

  


