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    fuu mdvu yeoEÍfuka Tng

Ø joka ieliqu hkq l=ula o@

Ø joka ieliqï uDÿldx.hl wvx.= .=Kdx. iy uQ,sl ls%hdldrlï

Ø joka ieliqï uDÿldx.hla Ndú;fhka kj f,aLkhla ks¾udKh

lsÍu

Ø joka ieliqï uDÿldx.hla Ndú;fhka f,aLkhlg j.= we;=¿ lsÍu

iy j.= ilia lsÍu

Ø ;eme,a uqiqj

Ø ,sms f.dkq ;ekam;a lsÍu" újD; lsÍu iy uqøKh lsÍu

ms<sn| j ukd wjfndaOhla ,nd .ekSug yelsjkq we;'

  6'1 joka ieliqu hkq

w;ska ms<sfh, lrkq ,enQ ,sms f,aLk" h;=re,shkh lr bÈßm;a lsÍug o"

bka miq j mß.Klfha ìysùu;a iuÕ mß.Kl.; lr uqøKh lr bÈßm;a lsÍug

o yelshdj ,eî we;' fï i|yd joka ieliqï uDÿldx. /ila ìysù we;s w;r ta

u.ska jD;a;Suh wdldrfha ,sms f,aLk ks¾udKh l< yel'

tÈfkÞ iudcfha § wjYH jk ,sms f,aLk myiqfjka ms<sfh, lr .ekSug

yelshdj we;s fuu joka ieliqï uDÿldx. ms<sn| j wOHhkh lsÍu Tng b;d

m%fhdackj;a jkq we;'
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    6'2  joka ieliqï uDÿldx.

mß.Klh Ndú;fhka ,sms iy f,aLk (Documents) ieliSug fhdod .kq

,nk uDÿldx. —joka ieliqï uDÿldx.˜ hkqfjka y÷kajkq ,efí'

fuu uDÿldx. u.ska"

• f,aLk h;=re ,shkh iy ixialrKh lsÍu (Typing and Editing)

• yev .eiaùu (Formatting)

• ,sms ;ekam;a lsÍu (Saving)

• ;ekam;a lrkq ,enQ ,sms kej;  ,nd .ekSu (Retrieving)

• uqøK msgm;a ,nd .ekSu (Print)

• wl=rej, iy jHdlrk j, ksjerÈ nj mßlaId lsÍu

• ;eme,a uqiqj iy Word Wrapping

wd§ myiqlï /ila o imhd we;'

fujeks myiqlï rdYshla we;s joka ieliqï uDÿldx. wo b;d m%p,s; j

mj;sk w;r tu uDÿldx. ksIamdolhka w;r o ;r.ldÍ;ajhla f.dvke.S we;'

"http://en.wikipedia.org/wiki/List_of_word_processors" hk wka;¾cd, fjí

wvúfhys tjeks uDÿldx. ms<sn| j úia;r i|yka j we;s w;r tA w;ßka lsysmhla

my; j.=fõ olajd we;'

j.=j 6'1 - ±kg Ndú;fha we;s joka ieliqï uDÿldx. lsysmhla

      uDÿldx.fha ku  ksIamdok wdh;kh

  Corel Word Perfect      Corel Corporation

  Open Office Writer      Open Office Organization

  Microsoft Office Word      Microsoft Corporation

  Kingsoft Office      Kingsoft Office Writer
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wka;¾cd,h yryd o joka ieliqï uDÿldx. fndfyda ixLHdjla

fï jk úg y÷kajd § we;s w;r Tng wka;¾cd, myiqlï ;sfí kï tu joka

ieliqï uDÿldx. Ndú; l< yels h' 'Google Inc' wdh;kh u.ska y÷kajd §

we;s 'Google Docs' uDÿldx.h fujeks uDÿldx. i|yd ksoiqkla f,i i|yka

l< yel'

Word w;=re uqyqK;  (Microsoft Word Interface)

±kg Ndú;fha mj;sk joka ieliqï uDÿldx.j, w;=re uqyqKf;a fuj,ï

fndfyda ÿrg iudk fõ'

 rEmh 6'1 - Microsoft Office Word 2003 ys ;sr oiqkla

;;a;aj ;Srej

(Status bar)
we§fï fuj,ï ;Srej

(Drawing toolbar)

oel=ï ;Srej

(View choices)

l¾irh

(Cursor)

yeviùfï fuj,ï ;Srej

(Formatting toolbar)

iïu; fuj,ï ;Srej

(Standard toolbar)

frda,a lsÍfï fnd;a;u

(Scroll bar)

ud;Dld ;Srej (Title bar)
fukq ;Srej (Menu bar)
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    6'3  kj f,aLkhla ks¾udKh lsÍu

•   File è New  hk úOdk Ndú;dlsÍfuka kj f,aLkhla

ks¾udKh l< yel'

msgq ieliqu

ilia lrk f,aLkh l=uk m%udKhl f,aLkhla o" th È.ska jeä m<,ska

wvq f,aLkhla o (Portrait)" tfia;a ke;skï m<,ska jeä È.ska wvq f,aLkhla o

(Landscape) hkdÈh uq,ska u ;SrKh l< hq;= j we;'

File  è Page setup

  msgqfõ m%udKh (Page Size)

idudkHfhka iEu joka ieliqï uDÿldx.hl u uqøs; lvÞisfha m%udKh

f;dard .ekSfï myiqlu o i,id we;'

cd;Hka;r iïu;hkag wkqj ilia lrkq ,enQ uqøs; lvÞis m%udKhka A4,

A5, B4, Letter  hkdÈ jYfhka f;dard .; yels w;r tfia uQ,sl j ,nd § we;s msgq

m%udKhkag wu;r j mßYS,lhdg wjYH m%udKhg msgq ilia lr .ekSfï yelshdjka

o i,id we;'
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 msgqfõ ÈYdk;sh (Page Orientation)

6'2 rEmfhys ±lafjk mßÈ uqøs; msgqfõ

m%udKh f;dard .ekSfuka wk;=rej

iSudmá;a; ^Margins Tab) wdOdrfhka

fohdldrhlg msgqj msysgqùu l< yels h'

tu fohdldrh isria wdlD;sh (Portrait

format) ^6'3 rEmh& jYfhkq;a  ;sria

wdlD;sh (Landscape format) ^6'4 rEmh&

jYfhkq;a f;dard .; yels h'

   msgq iSud ^̂̂̂̂Page Margins) ieliSu

uqøs; msgqfjys by<ska" my<ska" jï miska iy ol=Kq miska fldmuK bv

m%udKhla b;sßjk mßÈ iSud ilia l< hq;= o hkak msgq iSudj u.ska ie,iqï l<
yels h ^rEmh 6'5 n,kak&'

rEmh 6'3

isria osYdk;sh ̂ A4& Portrait

rEmh 6'4

;sria osYdk;sh ̂ A4& Landscape

 rEmh 6'2 - msgq ilia lsÍu
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   hqyquq lsÍu (Zoom)

hqyquq lsÍu u.ska ,smshl fyda f,aLkhl ;srfha oiqka mßudj fjkia l<

yels h' fuu.ska iïmQ¾K msgqj u ;srfha Èiajk wdldrhg ilia l< yels w;r

wjYH jqjfyd;a msgq tllg jvd jeä ixLHdjla tl jr ;srfha Èiajk wdldrhg

o ilia l< yels h' tA i|yd hqyquq  w.fhys m%udKh m%;sY;hla f,i fjkia l<

yels h' ;srfha fldgila muKla jqj o f,dl= l=vd lr n,d .ekSug yels h'

 mß.Kl ;srh u; Èiajk f,aLkh úYd, lr n,d.ekSu mßYS,lhdg

myiq jk w;r" tu f,aLkfha ksudj ^Èiajk wdldrh& n,d.ekSu i|yd iïmQ¾K

msgqj fyda f,aLkh Èiajk whqßka l=vd lr ,nd .ekSfï myiqlu o ie,fia'

^rEmh 6'6&

View  è Zoom

     hqyquq w.h 75]     hqyquq w.h  100] hqyquq w.h  200]

                                      rEmh 6'6

rEmh 6'5 - joka ieliqul msgq iSud ilia lrk wdldrh
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     yeviùï (Formatting)

,smshla fyda f,aLkhla yeviùï i|yd my; i|yka l%u folska tlla

Ndú; l< yels h'

1' wÞ< yeviùï f;dard h;=re ,shkh lsÍu'

2' h;=re ,shkh lsÍfuka miq j wjYH fldgia f;dard f.k (Select) wjYH

ilia lsÍï ,nd §u'

    wl=re yeviùu Font Formatting

Format  è Font

v wl=rej, m%udKh ^Font Size&

wl=rej, m%udKh l=vd lsÍug iy úYd, lsÍug yels h'

v wl=rej,  yevh ^Font Style&

wl=re ;o meye .ekaùï (Bold) fyda$iy we, (Italic) wdldrj,ska

fjkia l< yels h'

v wl=re j¾. ^Font&

úúO NdIdj, wl=re j¾. iy ixfla; wjYH wdldrfha wl=re

yev;, iys; j h;=re,shkh lsÍfï myiqlula we;'

v wl=rej, j¾Kh ^Font Color&

wl=rej, j¾Kh fjkia l< yels h'

wlaIrj, fjkialï lsÍu rEmh 6'8 ys olajd we;s wdldrhg l< yels h'
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6'1

rEmh 6'7  -  Microsoft Office  Word  2003

Font uDÿldx.fhys ljq¿j

6'8 rEmfha oelafjk wdrdOkd m;%h joka ieliqul wdOdrfhka ms<sfh,

lrkak'

rEmh 6'8 - wdrdOkd m;%hl wdlD;shla

INVITATION

The Computer Society

Faculty of Science

Requests the pleasure of the company of

Prof/Dr/Mr/Mrs/Miss .......................................

For a special workshop on

Java Programming

Date : Monday 29th June 2010

Time : 9.00 a.m. to 5.00 p.m.

Venue : Lecture Room 04, Faculty of Science
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    fþo ieliSu  ^̂̂̂̂Paragraph Setting&&&&&

fþo ieliSfï § f,aLkhl tfl,a, lsÍu (Alignment), wkqfþokh lsÍu

(Indentation) iy fma<s mr;rh (Line Spacing) wjYH wdldrhg fjkia lsÍug

yelshdj we;' ^rEmh 6'9 n,kak&

          rEmh 6'9 - fþo ieliSfï ixjdo fldgqj

    tfl,a, lsÍu (Alignment)

h;=re ,shkh l< f,aLkhl jpk fyda fþo jug" ol=Kg iy ueog

ia:dk .; lsÍu tfl,a, úOdkfhka lrkq ,efí' tfia u fþohl jï iSudj iy

ol=Kq iSudj iudka;r f,i ilia lsÍu i|yd 'Justify' úOdkh WmldÍ fõ'

^rEmh 6'10 n,kak&

Format  è Paragraph  è Alignment

    jï me;a;g tfl,a, lsÍu (Left align)   ueog tfl,a, lsÍu (Center align)
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      ol=Kq me;a;g tfl,a, lsÍu

                     (Right align)

rEmh 6'10 - tfl,a, ilia lsÍu

   wkqfþokh lsÍu (Indentation)

fþohla hï m%udKhla msgq udhsï iSudfjka we;=<g fyda msg;g .ekSu

wkqfþokh u.ska isÿfõ' wkqfþok j¾. lSmhls'

• Left Indent

• Right Indent

• First Line Indent

• Hanging Indent

   fma<s mr;rh (Line Space)

fma<s w;r bv m%udKh fhdÞ .kakd wdldrhg wkqj f,aLkfhys ±l=ïl¨

nj jeä ÈhqKq l< yels h' tksid u joka ieliqï uDÿldx.j, fma<s w;r mr;rh

fjkia l< yels myiqlï olakg we;'

1' joka ieliqï uDÿldx.hla u.ska 6'11 jk rEmfha ±lafjk ,smsh ilia

lrkak' fuys § 1 isg 7 olajd fhdÞ we;s wxl iy tA wdY%s; j¾K

.ekaùfuka j<lskak'

2' 6'11 jk rEmfhys ±lafjk ,smsfhys wxl 1 isg 7 olajd igyka lr we;s

fldgia ilia lsÍug Ndú; l< úOdk i|yka lrkak'

ju iy ol=K iudka;r j

tfl,a, lsÍu (Justify)
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6'3

1

Seminar on Computer Studies  for O/L Students

We are pleased to inform you that we have organized a seminar for the

O/L students in your school on the 25th January 2012 at 8.30 a.m. to 5.00

p.m.  at the Computer Study Centre, Nangalla for the following subjects

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

Centre Manager7

2

Thank you 6

3

4

• Word processing

• Spreadsheets

• Presentations

• Computer Hardware

5

rEmh 6'11 - wdo¾Y ,smshl wdlD;shls

  6'4 wlaIr úkHdih iy jHdlrK fodaI fiùu

joka ieliqï uDÿldx.fhys olakg we;s ;j;a úfYaI;ajhla jkafka wlaIr
úkHdih iy jHdlrK fodaI fiùu     i|yd myiqlï i,id §u h' uDÿldx.hg
iïnkaO lr we;s YíofldaI u.ska iajhxl%Sh j fujeks fodaI y÷kd.kq ,nk
w;r Ndú; l< yels ksje/È jpk fyda wdldr fmkajd fokq ,efí'

my; i|yka jerÈ jpk iy jdlH tA wdldrhg u h;=re ,shkh lr tys

olakg ,efnk wlaIrj, fodaI iy jHdlrKj, je/È" joka ieliqï

uDÿldx.hl Wmldrfhka ksje/È lrkak'

•   Programar •  Word Proceser •   I is going to town

The Principal,

Gajaba M.M.V,

Warakapola.

If you are interested in attending the above seminar, please be kind

enough to inform us on or before 21st January 2012.

Computer Study Centre,

Mihindu Central College,

Nangalla.

10.01.2012



126

6'5 jpk fiùu ^̂̂̂̂Find&&&&& iy fjk;a jpk tA i|yd m%;sia:dmkh

^̂̂̂̂Replace&&&&& lsÍfï myiqlu

f,aaLkhl wvx.= jpkhla ;sfnk ia:dkh fidhd .ekSu i|yd jpk

fiùfï myiqlu Ndú; lrkq ,efí' 'Edit' fukqfõ 'Find' Wmfukqj la,sla

lsÍfuka ,efnk ljq¿fjys fiúh hq;= jpkh ''Find what'' ia:dkfha h;=re

,shkh lr ''Find Next'' fnd;a;u ;o lsÍfuka tu ld¾h wdrïN fõ' ^rEmh 6'12

n,kak&'

rEmh 6'12

f,aaLkhl wvx.= jpkhla fjkqjg fjk;a jpkhla wdfoaY lsÍu i|yd

jpk m%;sia:dmk myiqlu Ndú; flf¾' bj;a l< hq;= jpkh ''Find what''

ia:dkfha h;=re ,shkh lr fjkia l< hq;= jpkh ''Replace with''  ia:dkfha

h;=re ,shkh lsÍfuka wk;=re j ''Replace'' fyda ''Replace All'' fnd;a;u ;o

lsÍfuka tu ld¾hh wdrïN fõ'

   6'6  j.= (Table) ilia lsÍu

Tfí mka;sfha ld,igyk ilia lsÍfï § fyda jd¾;djla ilia lsÍfï §

j.= Ndú; lsÍug isÿ fõ' fujeks wjia:djka ys § joka ieliqï uDÿldx. u.ska

imhd § we;s fuj,ï u.ska tu j.= myiqfjka ks¾udKh l< yels h' iuyr

uDÿldx.j, j.= we£fï whslkhka u.ska myiqfjka j.= ks¾udKh lsÍfï yelshdj

o ,nd § we;'

j.= ks¾udKh lsÍu fuka u ks¾udKh l< j.= i|yd w¨;ska fma<s fyda

;Sre  tl;= lsÍu" fma<s fyda ;Sre uelSu" fma<s fyda ;Sre i|yd j¾K tl;= lsÍu iy

iSud bß fjkia lsÍu hkdÈ myiqlï wvx.= lr ;sîu o úfYaI;ajhls'
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my; i|yka j.=j Tn Ndú; lrk joka ieliqï uDÿldx.h Wmfhda.S

lr .ksñka ks¾udKh lrkak'

• fojk fma<shg my<ska w¨;a fma<shla tla lrkak'

• Address ;Srejg jï miska ,smskh  i|yd wu;r ;Srejla tl;= lsÍu
i|yd Tn .kq ,nk l%shdud¾.h mshjfrka mshjr ,shd olajkak'

• ;=ka jk fma<sh uelSu i|yd Tn .; hq;= mshjr ms<sfj<ska ,shd olajkak'

• wjYH mßÈ ;Sre i|yd úúO j¾K tl;= lr j.=j w,xldr j ilid
.kak'

my; ±lafjk ld,igyk l=uk fyda joka ieliqï uDÿldx.hl
  wdOdrfhka ks¾udKh lrkak'

  Period   Monday  Tuesday Wednesday    Thursday       Friday

Interval hkqfjka ,shd we;s fma<sfhys j¾Kh fjkia lrkak'

  No.      Name              Address

Y
ea

r

M
o
n
th

D
ay

M
al

e

F
em

al
e

ls%hdldrlï
6'4

     DOB Sex

Interval

2

1

3

4

5

6

7

8
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wdrdOkd m;%hla" iqN m%d¾:kdjla fyda  ,smshla fndfyda fokl=g Tjqkaf.a

,smskhkag heùug wjYH úg ;eme,a uqiqj Ndú; lsÍu b;d myiq yd ld¾hlaIu

l%uhls'

;eme,a uqiqj Ndú; lrk wdldrh my; mshjr u.ska úia;r flf¾'

mshjr - 1 Tfí ,smsh h;=re ,shkh lrkak'

mshjr - 2 Tools → Letters and  Mailing → Mail Merge

  ^6'13 ys ±lafjk wdldrhg& f;dard .kak'

mshjr - 3 6'14 rEmfhys ±lafjk wdldrhg wjYH f,aLkh f;darkak'

WÞ #- 'Letters'

   6'7  ;eme,a uqiqj ^Mail Merge&

rEmh 6'13- ,sms uqiq lsÍfï ljq¿j f;dard .ekSu

rEmh 6'14 - ,sms uqiq lsÍu i|yd ,sms f;dard .ekSu
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mshjr - 4  6'15 rEmfhys ±lafjk wdldrhg wdrïNl f,aLkh f;dard.kak'

mshjr - 5 6'16  rEmfhys oelafjk wdldrhg ,smsh ,nkakka f;dard .; hq;=

fõ' fuys § Tn óg fmr ,sms ,nkakkaf.a o;a; we;=¿ lr fkdue;s

kï 'Type a new list' f;dard .kak'

mshjr - 6     ,sms ,nkakkaf.a o;a; w¨;ska we;=¿ lrkafka kï 6'17 rEmfhys
       ±lafjk mßÈ wjYH lafIa;% f;dard .kak'

rEmh 6'16

rEmh 6'15 - wdrïNl f,aLkhla f;dard .ekSfï ljq¿j

rEmh 6'17 - ,sms uqiq lsÍu i|yd
,smskhka we;=¿ lsÍu
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mshjr - 7 wjYH ,smsk h;=re,shkh lr ;ekam;a lrkak'

^rEmh 6'18 n,kak&

mshjr - 8 'Insert Merge Fields' f;dard ia:dk.; lrkak' túg <<lafIa;%

kduh>> Tn f;dard .;a ia:dkfha Èiajkq we;'

mshjr - 9 6'19 rEmfhys olajd we;s ̂ 1&" ̂ 2&" ̂ 3& iy ̂ 4& úOdk ls%hd;aul lsÍfuka

Tng ilik ,o ,sms n,d.; yel'

mshjr - 10 'Merge tool bar'ys we;s Merge to New Document' fnd;a;u u; la,sla

lsÍfuka wÞ< ,smsk ish¨ ,smsk iu. fyda f;dard .;a ,smsk iu.

uqiq fldg ;srfha o¾Ykh l< yel' 'Merge to New Document'

f;dard .ekSfuka ilia lrk ,o ,sms ish,a, n,d.; yels h'

rEmh 6'18

 

 

 

 

 

 

m%Odk f,aLk
ieliqu
(Main document

setup)

o;a; uQ,dY%h
újD; lsÍu
(Open Data

Source)

;eme,a uqiqj
,nkafkda
(Mail Merge

Recipients)

 

,smsk we;=<;a
lsÍu
(Insert Address

Block)

iqN me;=ï fma<sh
tla lsÍu
(Insert Greeting

Line)

 

;eme,a uqiq
lafIa;% tla lsÍu
(Insert Merge

Fields)

 

Word ys lafIa;% tla lsÍu

 

uqiq l< o;a;
o¾Ykh
(View Merged

Data)

kj f,aLkhlg
uqiq lsÍu
(Merge to New

Document)

uqøK hka;%hg
uqiq lsÍu
(Merge to

Printer)

 

uq,a
frfldavh
(First

Record)

 

fmr frfldavh

(Previous Record)

 

B<Õ
frfldavh
(Next

Record)

wjidk
frfldavh
(Last

Record) 

rEmh 6'19

(1) (4)

(3)
(2)
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6'11 rEmfha oelafjk ,smsh Tn m%foaYfha we;s mdi,a 20lg heùu i|yd

;eme,a uqiqqj Ndú; lrñka ilikak'

   6'8  ,sms f.dkq ;ekam;a lsÍu (Save)

joka ieliqï uDÿldx.h Ndú; lr .ksñka ilia l< ,smsf.dkq wdrlaId
lr ;nd .ekSu  wjYH fõ' tksid ,sms f.dkqj ;ekam;a lr ;nd .ekSu i|yd tys
ku" ;ekam;a l< hq;= ia:dkh hkdÈh kï l< hq;= h' fndfyda joka ieliqï
uDÿldx. ,smsfhys ryiH nj wdrlaId lsÍu i|yd wjYH jk ryia joka ̂Password&

iys; j ,sms ;ekam;a lsÍfï myiqlï o i,id we;'

;ekam;a lsÍfï úOdkh File →   Save as  fõ'

Microsoft Word 2003  uDÿldx.fhys ,sms f.dkq ;ekam;a lr ;nd .ekSu

i|yd jQ w;=re uqyqK; ksoiqkla jYfhka my; olajd we;'

rEmh 6'20  - Microsoft Word 2003 ,smsf.dkq ;ekam;a lr ;nd .ekSu i|yd
Ndú; jk ;ekam;a lsÍfï ixjdo fldgqj ^Save as dialog box&
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óg fmr ;ekam;a lrk ,o ,sms f.dkq kej; újD; lr wjYH fjkialï

isÿ lsÍug joka ieliqï uDÿldx. u.ska myiqlï i,id we;' ,sms f.dkqj ;ekam;a

lr we;s ia:dkh o tys ku o i|yka lr f.dkqj újD; lr wjYH fjkialï l<

yels h'

Tn úiska ilia lrk ,o ,sms$f,aLk th ilia lsÍu i|yd Ndú; l<

uDÿldx.h Ndú; lrñka újD; l< hq;= jk w;r fndfyda wjia:dj, § fjk;a

joka ieliqï uDÿldx.j, o újD; lsÍfï yelshdj we;'

my; i|yka ±kaùu" Tn Ndú; lrk joka ieliqï uDÿldx.hla Wmfhda.S

lr .ksñka ks¾udKh lrkak'

ls%hdldrlï
6'6

6'9 ,sms f.dkq újD; lsÍu (File Open)

A minimum of 1000 sq.ft.
of office space is required immediately

for a recognized finance company.
Adequate parking essential.

To lease or purchase.

Contact :
Bandara
085-1234567

Office space from the heart of

MATALE
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• idudkH ;ekam;a lsÍfï l%uh Ndú; lrñka Tn ilia l< ±kaùu

'WANTED' hk kñka oDV ;eáfhys ;ekam;a lrkak'

• l,ska ks¾udKh l< tu fjf<| ±kaùu ^,sms f.dkqj& 'WANTED

PASSW' hk kñka ryiH jpkh § oDV ;eáfhys ;ekam;a lrkak' ̂ Tn

leu;s ryiH jpkhla Ndú; lrkak'&

• by; § ;ekam;a lrk ,o 'WANTED yd 'WANTED PASSW' hk ,sms

f.dkq fol kej; újD; lsÍfï § olskakg ,efnk wiudk;d i|yka

lrkak'

   6'10 uqøKh lsÍu (Printing)

• uqøK fmr ±lau ^Print Preview&

• uqøKh ̂ Print&

   uqøK fmr ±lau ^̂̂̂̂Print Preview&&&&&

,smshla$f,aLkhla ks¾udKh l< miq tys wjika ksuejqu ksis f,i

ilia ù ;sfí ±hs uqøs; msgm;a ,nd .ekSug m<uq j ksÍlaIKh yelshdj uqøK

fmr ±lau u.ska ,nd fokq ,efí' fuu.ska uqøs; f,aLkh flfia o¾YKh fõo

hkak oel .; yelsh'

   uqøKh ^̂̂̂̂Print&&&&&

uqøK fmr ±lau u.ska ksÍlaIKh l< ,sms f.dkqj Tnf.a wjYH;djkag

wkqj uqøKh l< yels h' iïmQ¾K f.dkqj u fyda kshñ; msgqjla fyda f;dard .kq

,enQ msgq lsysmhla muKla fyda uqøKh l< yel' ^rEmh 6'21 n,kak&
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ls%hdldrlï
6'7

ls%hdldrlï 6'6 ys wvx.= ±kaùfuys msgm;a folla uqøKh lrk wdldrh

igyka lrkak'

Tnf.a wu;r oeKqu i|ydwu;r oeKqu i|ydwu;r oeKqu i|ydwu;r oeKqu i|ydwu;r oeKqu i|yd'''''''''''''''
   by; i|yka l< joka ieliqï uDÿldx. ms<sn| j fuu mdvfuys

iEu lreKla u Tnf.a wjOdkhg fhduq lr fkdue;' jeä ÿr wOHhkh

lsÍug wjYH jqj fyd;a Tn Ndú; lrk joka ieliqï uDÿldx.hkays we;s

Wmldr ;srh (Help) wdY%fhka o my; ±lafjk wka;¾cd, fjí msgqj,ska

o wjYH lreKq ,nd .; yels h'

http://www.webopedia.com/TERM/W/word_processing.html

http://en.wikipedia.org/wiki/Word_processor

http://www.guidanceillustrations.com

rEmh 6'21 Microsoft Word 2003 ys uqøK ixjdo fldgqj


