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1. Introduction to Tab / Hardware - o3 s8oeme nemmoig

1.1 wnd 396eD @3 ®- (Short Cut Key Combinations)

Function keys ©8ns @829 0®@eny® Bweimdnde Sechm O odme 0 on v ¢. e® wewo
gom] wno (Fn) e gom 2 98x7 ¢ifeds wnd eewddme 900 Bwot®@m me ¢gn ©.

ﬁDDGGfDDGDDDDDl@
000000 oo
DO D000 0000
CJUO0O0OF 0000
DO T O00EEE

5B ¢ ey @O wrRd WIBHEWwSY B¢ MOBm VA B «.

Fn + Esc @Rcw gfw BOO 0o wfw BOO

Fn+~ Bam w0 B e »ydd (Window) Do ¢18@
Fn + Delete Touchpad &z wBw BBO 9 aBw RSO

Fn + Back space Airplane mode &= wBw B v aBe B

Fn + PgUp home wnec8 B wmddws we BEE

Fn + PgDn end wnedd HwimB e wie B3®

Fn+ » yebamoed Brightness £:8:85®

Fn+ + yebamaed Brightness ¢8)288®

Fn+ « adc ©O00 af B3O

Fn+» @dc OOV® & BI®

Fn+K scroll lock emd 0@z Hwid®m .

Fn+1 insert wmo @Y Bwony®m O©

Fn+T print screen »md @@z Hwod®m SO

Fn+4 sleep mode wns 0@ Buist©m @

Fn + Tab Function keys 8 &§w@om850w wfiw v afe BB




1.2 B0 es12g3® (Screen Settings)

* 8BS 8amBe (Screen Orientation)

0®w @DwBw O FHwimnd B® O8xY EnumnBw edme B® Bedxm amd dRed aB8Onw 88 ¢

Boed EnumBle wme O O @ .

o A6 g0 (Screen Mode)
- Desktop Mode
- Tablet Mode

Expand Clear all notifications

Ly S| iz

Tablet mode Connect Network

All settine

ety
@ & ® - @ ) ENG 1118 L3

BS 1@ 005 WS OB wew 9um ¢ B aBmme ©m Click mosim.

1.3 eSs8@m 8@l FwzB3Ow (Touch Screen Operations)
Y dudam Bow, yebamenw (Display) @ 0520 @cmy ceows oG ¢ s S8, A0

cSam Bow On O yBE RnRBRsY 0vd HBERE BPewBsy eowd dudn BBe®sy DOW § obwwsy

8e S OB WA .

B5S ©bm S edeslam gamad

BB200 530002 B wwsy

Tap «® @8n®wx ©n 9 Oon -desban BI®

ewc@r Bwist®m B8O ,Link om 0dn
w8 dBwI®m BB OB dwmwes B ,

(&)

Ofwwmsn@ms)Left Button ecs
BwodOm 88 (

Press and Hold

Bmws Hwn®m BIOO eus & wo




0®@10im s desb@ WO BRI ©®

wO®IBID ©m0RC; A OB,
BBown anes 000w Ca 1O
®fwwme®@izns)Right Mouse Button

ec® Hwid@m 5® (

Zoom
HBE nE ©dnm WO LFubam Bow ©ces®d
88cd®

gwemeCamnem doame ,B88x:0m

B@E®® 3 OO

Rotate
debam Boed s e emdd OEms O

DO DO

Gem 0wl oCEamwm 0wl SoumBw

058 DS ©R®

Slide
BSw6 oW BB B PO ®

89 Scroll B3@ces amd @65id® B
S aNsiafaleta) ewe®8
Bagm00w gm0 SO BOGwsy OB

8o amd

Swipe
yedam Boed O omegdon wudan @m0
OWsw e 8®

e DO omgdeld 80 O §8® 887,
@O O O1RwONSY 8gyddsy B

cSame »0 oBe

o ey omeded 80 Pnwd ¢d®

®8s% ,Action Centre ©wcd®




Bwoi®m 0 o Be

1.4 des? 68» SHEwed 8®ax530 8® (Connecting to Wi-Fi Network)
Step 1: dwsd 68 SHE svem»® wfe B8© (Enable Wireless network)

Step 2: ©80 sBvenme 0853 8085 dwsy 08m HE @IV CBSHD BDw-Rw O ¢Snmw @d.

7

Airplane mode

Step 3: 2@8x IO geog HEw e@mId Connect e@idn® @ Click B3©

4G 6B3
Secured

D Connect automatically




Step 4: 9© BHEwWO atpg §ouew (Wi-Fi Password) caw & ‘Next’ Click mdxsis.

4G 6B3
(7 W= =
Secured

Enter the network security key

You can also connect by pushing the button on
the router.

Next Cancel

&€ Youew »HYS W0 O BeOsY gmns © dwsd 08m HEw v Ded ¢eenw 8d®IBTW @d.

4G 6B3

Secured
Venifying and connecting

Cancel

4G 6B3

Connected, secured

Properties

Disconnect

wBOW®: 9unm Wedned dwst 08m HEWE o BOIBTVOD 8ef 3ddNed & aNOODB BE Wr
8BwdS 05 gm0 530m OO HEwW ® ¥ wO®IBTVID & fDw-Rw O dw BedOO acg e ¢ w8

DE OB @.




1.5 USB emed€w¢ widnersy o @530 6 @B3® (Connecting devices using USB
port)
e USB emedB8w¢ 0w @0 ¢dans USB ¢wien @570 w3 o o ¢ .

s€g 0000 »0 USB cerronws @@axtd 0 01Be® & &8 dm @agmee (Device Drivers)
0w O Grm® WS OBIBN @O detd @5NDD DB & giag WOD Bagmr® s3EED W
B8xY esmw WS O @y ¢ .

e USB ¢®00 86538 w36 @0B3® (Disconnecting USB Devices)

USB 000 86538 0 01B0® & 8¢ qadmd8nm © m0 0O wews BOde m®ede wdn »e
@ @D .

& wewo USB cwoen Besd® BE®O exd, Windows notification area wdexw Bedz ‘Safely
Remove Hardware’ ®» Click ¢ ‘Eject Media’ ®» Click e @ .

52 Open Devices and Printers

Mass Storage
- Eject HEMANTHA (G:)
- Eject USB Drive (E:)

09.50 E
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1.6 TAB s8oeszmae Sleep Mode n=f0w@d o= 88® (Sleep Mode)
O¢ eDEOWO 2 sivemmewrsy 9dr Driery m»® Sleep Mode »EFOBO v BB ey w.
O® nDed 83w & sBnemme HOD Bwimd HIFOBO Ot €wsy o mE VB .

o Sleep Mode »50w0 usf BEO wew svn HOD¢w vdn Wi, Power [@] > Sleep.

0 WRO ¥OT1eD RxY; ® WO HIBm S Sleep Mode D ewsy @O Bw wid w.
1.7 TAB s8oemnwe e 868n 88® (Shutting down the TAB)

TAB s80@mmw 0@009d 0D 98m 008300 acwd mdsies’ 5@ Shutdown B3® D&y eee
. & wew 5D DO FHOOBB BE VB ©.

o Select Power — Shut down.

Pl

Power




2- MS Office Tools
2.1 - Word Processing - ©¢z¥ es1e9®

2.1.1 Understanding Word Processing Software - ©¢z3 w1me® @agmoon wezn o(B3e.

A computer program, used to create letters, reports, cards, etc...
B8, Do8m0,3000Q02%0 1) @8 8OE @EaD BB ¥Idm WO Bv e D18 WY ©d.

Example:

LibreOffice

Writer

B

Google Docs

2.1.2 Exploring the word processing Window-0¢z3 es106® 8008 Sewo ¢ead®.

Quick Access toolbar

: Title bar
File tab Ruler
Ribbon Help
v ']
R Documentl - MicrosoftWord ¢ o | = =)
Home Insert (L Page Layout References Mallings Review \jew Addidns & 0
%) 4 Calibri (Body) .| E-E-i | EEE A A
4] 3 B I U-aex x & |E¥ESB-| =
Paste .o | T ~ A Styles Editing
e J A P-A-A A uve -8 0 - -
Clipboard 7% Font . Paragraph -
N - v =
] 1‘| 1‘ 3 |-,4 ' 3' I -5 ‘c 7 |‘ 8 "9- [} _’.E_r.?;_
O
=
Dialog Box Launcher U
3 A
S -
- 2
~ o
¥
4 [ F ] »
Bepmbotl |\Worde 0, | D | engishus) ||[D@HE@E 3 8 120% (- v ()
1 i» | ‘ ' 4
View buttons Zoom control

Status bar Document area

Title Bar - ®mazn B850 l bf!;f 1
— Prer School Computer Tranining 2016 [Egmpaﬁbility Mode‘);h‘ﬂ_i&rosoﬁ Word % E‘m
References Mailings Review View (7] |‘

Page Layout



Title Bar displays the program and document name - ;00w ©® eCamed HO TN WSE.

The files create using word processing program are called document - ©¢z¥ wg® ORQ@IOWsY
©OmewWs’ e OB @MY, @CID EEH WEBIOE.

Application button Contextual tab set
Quick access toolbar Tab Contextual tab Hely
Lt = T | = -
n',b'.!\". = R U= Document.docx - Microsoft Word Table Toals E‘—‘ﬁ
LE -
—/ Home Insert Page Layout References Mailings Review View Design Layout L7}
= - Calibri (Body) 11 - E iE % #
B EN (Ao AaBbCeDe | AaBbcede AaBbCi
Paste Ss i _ Change | Editing
. j |37 . a ~[Aa~|[A o | THormal | T Mo Spaci Heading 1 'lstyles' -
Clipboar... = Font (F] Styles 5
Font Color | — i}
aroup In-Rikbkon gallery
Change the text color,
Dialog box launcher
(@) Press F1 for more help.
| =
Enhanced tooltip
.
The Ribbon

The ribbon contains tabs, groups and buttons and they help to edit and format documents.
0® nEg eCIDWE V& OOV DS CBWOE Gio® WO ID.

To minimize the ribbon

Quick access toolbar
=ERETH

Quick access toolbar is used to keep the buttons which we use frequently.
B50® 9dn BB 8¢dn) CBmOen 0O BRI OO ¥dn WS BOOR.

Starting a document - 0 eGam W oy BE®
Start button — If you see the Word icon, click it OR

Start button — All Programs —  Microsoft Office— Microsoft Word

Formatting Text (simple formatting)

MS OFFICE TOOLS — WORD PROCESSING n



Click here to open the
font style drop-down
menu.

Commands for
®‘ ™ R AECRAE ({changing the font sizeJ
Home Insert Page Layout A ormula

- f
j ® calibri w11 v AT AT
- By~ A/[ Font color button ]
Paste B 7 U-~ v| Sy~ A-

i v}y f A N Click here to view the
Clipbo, v / Font color palate for changing

= the cell fill color.

LBoId button J [Italics button]
Click here to select the
double underline format.

Saving a Document-eGamw= s8owmme e ©®d0 BI®
CIFRRECIES o

Home Insert Page Layout R

|l Save N
1 Information ¢
Bl save As 35
Ci\Users\Sicaism\Desk
[ Open 2
= e
[ Close = B
& *
Protect
Recent Document »
New

Folder to save the document

(W] SaveAs - -

]
@ l < » Libraries » Documents » - | +y ]'rSec':r Documents
= = - e =

Organize v New foider

(W] MicrosoftWord Documents library

Arrange by: Folder ~
Includes: 2 locations

I, Templates

|
¢ Favorites “

1. Activision |. DigiFish Dolphin 4. My PSP Fi
B Deskt |. Adobe Scripts ). Downloads &3 My Shap.
: Ds Tp J. Android 4. Fonts 1. My Statio
.' o oads . Aptana Studio 3 Workspace J. Google Talk Received Files J. Pascal
- R“““"; ). ASP ). idooDVD ShadowE
&R RecentPlaces | Bluetooth Exchange Folder J. LDW a. Softwrap
B Deske a. Config J. microsoft | switch sta
¥ Tb QF_. |. cpp_goto_statement_file J. My Corel Shows J. Symantec
- ,"D""“ J. CyberLink . My DAP Downloads | templates
A * Documents
&' Music | . J »
1 File name: Hello.doex -
Save as type: {Wq Document (‘;:ocx) '}
Authors: zara Tags: Add atag

Spve Thumbnail

= |Hide Folders Tools ~ [

Folder Names File Name Document Type

File = Save As — Assign a file name and a file location
Red eFmwd gity DHOB 5w O BV Bedm L rmws CahecsIs.

Close the Document - eEa»w Deso g 3®

MS OFFICE TOOLS — WORD PROCESSING



EEE Home Intert

bl Save
Bl Save As

Int
AL
L7 Open

4 Close

Recent

Print

Open an existing file — ®ed s8wems nE (OO VAN 8 #B eCan W Boan B3E.

&

D Mew:
“u
||/ Gpen
H Sawve
E Sawe As b
@ Print 3
@ Prepare  »
E Send 3
EEEF Publish »

I_T Clase

Recent Documents

2] word Options | |X Exit Word

m Open

Organize = New folder

[ Microsoft Word

% Dropbox (Comput
o' Computer Hope
o Computer Hope

£3 Dropbox (Persona
7@ OneDrive

2 This PC

File name:

A ®m« Users > Tim > Desktop >

oS A [0 Name
Screenshots
Screenshots
oW Document1.txt

| how to block MS Edge.txt

vl

v

X
Search Desktop P
Eem 0
2/21/2017 8:
|Al Files (*.*)
|All Word Documents (*.docx* docm;*. dotc;*.dotm;*.doc;

{Word Documents (*.docx)

|Word Macro-Enabled Documents (*.docm)
;XML Files (*xml)

|Word 97-2003 Documents (*.doc)

|All Web Pages (*htm;*.html;*,mht;*. mhtml)
|All Word Templates (*.dotx;*.dotm;*.dot)
|Word Templates (*.dotx)

|Word Macro-Enabled Templates (*.dotm)
|Word 97-2003 Templates (*.dot)

Rich Text Format (*.rtf)

1OpenDocument Text (*.odt)
PDF Files (*.pdf)

[Recover Text from Any File (*%)
lWordPerfect 5x (*.doc)
\WordPerfect 6.x (*.wpd;*.doc)

Text Files (*.bxt) v

File —Open—Select the file location and the file name = Ok s8vemmed, eFamw ©®IED S ad
FO6 @ HO D ©HIB.

OR

MS OFFICE TOOLS — WORD PROCESSING



Press Ctrl+O from keyboard
Deleting Text - D¢z¥ @m0 §8®

o
Back Delete
Space
S —

Undo and Redo

i Calibri (Bod

o Bz oo
Copy and paste

'“ﬁ\ X Cut C:

I 3 Copy ~
Paste £y
S ¥ Format Paint

Clipboard I

. Select the text— right click — Copy
. right click — Paste

Cut and paste

@ 9 - G T—

n Some —
—

CalibriBoayy =~ 311 =~ A’

Page Layon

Cut the selection and put it on the
Cupdoard

Clipboad 7
JL Cut (Crt-20

Or_ Press Ctrl+X from keyboard

OR

Press Ctrl+Z from keyboard

e
<3 )é Cut ¢
— R Copy ~

Paste ) |
. rmat Painter
I Clipb [

Or Press Ctrl+Vfrom kevboard

"".5, X Cut ¢

— @ Copy ~

Paste
- rmat Painter
Clipb e

Or Press Ctrl+Vfrom kevboard

. Select the text— right click — Cut
, OR

o right click — Paste
Formatting Paragraph

i b= S| R §?=-|‘%H|“‘ o Line spacing

e [ R o Aligning text

== === 5- 5 Shne

o Indentation
Paragraph 2 ) bullets and numbering

MS OFFICE TOOLS — WORD PROCESSING



Modifying Page Layout

* page orientation

Tor : z otton: [1© %

e 1 4 mok:LF 3 * paper size
Guiter: o % | Guiter poskion: |Left hd .
R * page margins

¢ Boards and shedding

Mulbiple pages: Neemal v

7
f
[

Creating Tables
You can use tables in your documents for,
. School Presentations
. Creating Time Table
. Creating Calendar
To insert a Table
m HOME IMSERT DESIGM PAGE LAY 0L
B3 Cover Page~ D rr“. r
e -
[l Blank Page - o <> =
Table  Pictures Online Shapes Smarkn
"= Page Break ;
—Fag - Pictures -
Pages 5x2 Table itions
OO
NOICICICE
IO IO
A Aar e
Adding Shapes
ICAEERED - e
LQ/ Home | Insert \ Page Layout Referencesi

Dcomrises = || s 0 snapes
il BE]

Blank Page -:=| SmartArt
B 3

T Table Picture Cii =
»= Page Break - Ar‘t) il Chart
Pages Tables Illustrations

== =

MS OFFICE TOOLS — WORD PROCESSING



Insert Page Layout References Maitings Review View

= E SRR d e &, ryperink

A Bookmark
avle Picture  Cli o Shapes| Smartast Chart Screenshot
- Ih) Cross-referen:
ables Used Shapes Links

AL LSS

Inserting Pictures and Clip Art

/\ tt] wy = GE licrosoﬂ‘

Home Insert Page Layout References Maili

=] Cover Page ~ j y =3 |F-1) Ly Shapes ~ P=Y
t el L_]\J = e
_] Blank Page 47| SmartArt
— Table Picture Cllp Links
—, Page Break ~ il Chart ~
Pages Tables Il rations
=

Hwommow® 1

Course Description: This required semester course will introduce students to a Windows
Environment that will enable them to work with and manage computer files and software
applications. Students will be introduced to word processing in Microsoft Word, spreadsheets in
Microsoft Excel, and databases in Microsoft Access. Students will also be introduced to
Microsoft Power Point. Students will gain the basic skills needed to succeed in college and in the
workplace of today.

All course materials can be accessed at the following link:

http://mrfelicianieca.wikispaces.com/

Course Name Duration Course fee
1. Certificate in Office Applications 12 weeks Rs.3000/=
2 Certificate in Web Designing & Development 15 weeks Rs.4500/=
3. Certificate in Programming with Python 20 weeks Rs.5000/=
4 Certificate in Multimedia 20 weeks Rs.5000/=

MS OFFICE TOOLS — WORD PROCESSING



B ® 2

3 3l S 3l e HEHE e HEHE N A HE A 3 e e e e AN Me ek

WY ceee -2022

Blue Star B u8hrdc D85 eaecerdeds
000 20570 Eam AEOY ceec
S COTm Buds Hhromed &,

2022 gedd 16 2» ¢Dw
gy s 2fed.

* mem §OIws 3@
* eEddemd

* 58 g2e

* 08 vdwm 258

s e =@

* gy0g RO @
5®8cs

@2 weifmeds 2.0 do a8dst

D &5; 8O @2090227!

S SR I SIS SHE SR SIS A S SIS IR SR S SR Sl kK
3 3K 3 3 k3t 3 3l S 3 et sk e St ke ke St e ke St ke ek R e ke ke ke ke sk ek ok

e I8 N8 AE A NE e e e Ne 3l e e e e e e e e e e e Ae e Ae e

MS OFFICE TOOLS — WORD PROCESSING



2.2 - MSExcel - gecdeB S s19c1®s

G ®sx ©wIBm™

em D8O ®OBIB
@80NsY B

2.2.1 gecEePBn 81nc1®sx Bagmre®

e0E ¥ BB e ®HDINB B
58 N0OE ¢¥m @88y BE®

IBDOE DEo®Dw 88 WOI5)
§owe wDnewsy ¢u¥m ol DOBIB
3BNOD DOBG weEWI 9BB WOBIB

Software Company

Excel Microsoft Corporation
Numbers Apple Inc

Libreoffice Calc The Document Foundation
Openoffice Calc Apache Foundation

MS OFFICE TOOLS — SPREADSHEET
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2.2.2 Microsoft Excel Interface — Tabs and Ribbon

m HOME  INSERT PAGE LAYOUT FORMULAS DATA REVIEWY VIEW

"D ‘_;'E":“t Calibri ln MA S == ®- EewepTex
Bcopy ~
F‘ajte ¥ Format Painter  © T U 7 T A | S ST R& Cent
—
Clipboard [ Font [ Alignment .
i Ribbon
Al . * | Main Tabs
. A B C D E F G H 1
1
2
3
4
Iy s
4]

Cell Addresses e Range of cells wgznoB3®

A B C D E F G H [
;
, \ /
3
4 B4 Column headings
5
B C6 m—
7 Cell Address
E "-‘—-—-___-_.
g Row Numbers
10 Range of cells
11
12 D12:612

15 D14:El6

MS OFFICE TOOLS — SPREADSHEET



2.2.3 Insert, Delete and Rename Worksheet

A B c D c
2
3
6 Name Dateof Birth
Tharaka 2/12/1990
8 Samadara| 23/3/1982
9 Pathum 4/5/1893
12
15
16
18 Insert...
1 B% Delete
=0 Rename
51
22 Move or Copy...
23 &1 View Code
24 7 Protect Sheet...
z Tab Color
2
Hide
2
28

D= G ot

Select All Sheets

Right click on the worksheet name and
select = Insert, Rename or Delete.

Operator precedence:

First ()

Second A

Thard 7

Fourth + - reduce top fo botiom.

2.2.4 Things you can enter in a cell - emduw BE grres mevB (I &d05s

Operator Example
Addition + =B2+C2
Subtraction - =B2-C2
Multiplication * =B2*C2
Division / =B2/C2
Power (Exponent) A =B2"3

MS OFFICE TOOLS — SPREADSHEET



> Price List
4 ltem Unit Price(Rs.) | Quantity Cost
5 TV 2,300.00 4| =B5*(C5 ‘ Formula
5 Radio 7,000.00 3| =B6*C6 /
7 Laptop 89,000.00 6| =B7*C7 —
8 Total Cost | =SUM(D5:D7)
9 |
10| Labels Values
2.2.5 Fill Handle (Auto fill)
A B C D E F G H J K L M
4 Sunday Jan QTR 1 Nayana 1 2 January February March  April
5 Monday Feb QTR 2 Nayana 2 4
5 Tuesday Mar QTR 3 Nayana 3 6
7 Wednesday Apr QTR 4 Nayana 4 8 sun Mon Tue Wed
8 Thursday  May Nayana 5 10
9 Friday Jun Nayana 6 12
10 Saturday Jul Nayana 7 =3
1 Aug 8
12 Sep 9
13 Oct 10
14 Nov 11
15 Dec
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2.2.6 MS Excel - Basic Functions - 8= & §8» §»

Description Function Examples

Add all the numbers in a range of cells =Sum(data range) =Sum(B2:E2)
=Sum(B2,E2,H5)
=Sum(D4,G4:j4)

Find the average

=average(data range)

=Average(B2:E2)

Find the maximum value

=max (data range)

=Max(B2:E2)

Find the minimum value

=min (data range)

=Min(B2:E2)

Rank function

=Rank (Number, Ref)

Example: Find the rank of Asha Perera to cell i5 and copy that formula up to i9 to find ranks of other

students. (Consider the worksheet given below)

C NG

OBO0 O @ 19 ¢Ds BOus mosim. (swm ¢ g O 85m00 e AECTID)
=rank (G5, G$5:G$9)

Constructing Mark sheet - ey c88n0= ewmed B3

[

= [=]

15 @ed g euedded eDBwr cwwens gommy Bysled edBwr @wws

A B C D E F G I
Marks Sheet - 2nd Term 2017
Index Combine Genaral
Number Name Maths Physics |Chemistry| English | Total [Average| Rank
22435|Asha Perera 17 75 93 86
25312 |Chamindu Cooray 96 75 67
23546|Pasan de Silva 87 56 88 56
21567 |Ruwanthi Mangala 79 65 56 75
34211|Aseni Ranaweera 64 58 86 54
Maximum Marks
Minimum Marks
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Bysied w0yl Cmen, @i ey 0d® Excel Formulars wdmewsy ey 680, 80® ww 8egsd eoa1500
e ©B3®0 Excel Functions Ewsiz.

Write formulas to find total marks, average marks of students and find maximum, minimum and
number of students by using excel functions.

C o}

E F

Marks Sheet - 2nd Term 2017

Index Combine Genaral
4 | Number Name Maths Physics |Chemistry| English Total Average Rank
5 22435|Asha Perera 77 75 93 86|=SUM(C5:F5) |=AVERAGE(C5:F5)
6 25312|Chamindu Cooray 96|ab 75 67|=SUM(C6:F6) 79.3
7 23546|Pasan de Silva 87 56 88 56 287 71.8
8 21567|Ruwanthi Mangala 79 65 56 75 275 68.8
9 34211|Aseni Ranaweera 64 58 86 54[=SUM(C9:F9) |=AVERAGE(C9:F9)
10 Maximum Marks|=MAX(C5:C9) 75 93 86 287
1 Minimum Marks|=MIN(C5:C9) 56 56 54 275
12 Number of students|=COUNT(C5:C9) 4 5 5
IF function
=if{logical test, value if true, value if false)
Example :
A B C D E
IF Function
2
Sinhala
3 Subjects| Marks Pass/Fail Grade
4 Ravi 67|Pass B
5 Sam 45|Fail S
6 Ann 89|Pass A
7 Pasan 32|Fail W

o

Write a formula in cell “D4” to display the student Ravi “pass” or “fail” the Sinhala Subject.

08 Bwswo BowE Bew "Pass" ewd "Fail" esxyd®@d "D4" emed gyes Swsin.
=IF(C4>50,"Pass","Fail")

Write a formula in cell “E4” to display the grade of Ravi for the Sinhala Subject.

BownE e wem 68 0080w eusId®0 “E4” emded gyent vsin

=IF(C4>=75,"A",IF(C4>=65,"B" IF(C4>=55,"C" IF(C4>=35,"S","W"))))
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Sorting Data

2l [21%]

. Select the column of the Sinhala marks
. Data = Sort = highest to lowest l_'l Sort
A
Sinhala Sinhala
Subjects Marks Subjects Marks
Ann 89 Ann 89
Pasan 32 Ravi 67
Is{aw 27 Sam 45
am S Pasan 32
Before sort
After Sort
2.2.7
A B C D E F G H J
1
2
Combine
Index Combine Maths
3 | Number Name Maths Physics Chemistry 120
4 22435|Asha Perera 77 75 93 e
5 25312 |Chamindu Cooray 926 67 75 E 60
6 23546|Pasan de Silva 87 56 88 :ﬁ I
7 21567 |Ruwanthi Mangala 79 65 56 0
N Asha  Chamindu Pasande Ruwanthi  Aseni
g 34211|Aseni Ranaweera 64 58 86 Perera  Cooray Silva Mangala Ranaweera
g Name
1? Mark sheet
12 120
100
13 o 80
; 1R RRNT
15 20
16 o
AshaPerera Chamindu Pasan de Ruwanthi Aseni
17 Cooray Siva Mangala Ranaweera
18 Name
19
20 m Combine mPhysics  m Chemistry
21 Maths
22
Creating Charts
Select the data range and Insert = column chart
Activity 1

B C
Prince of Wales' College

2 Oction - 2017/03/25
Cost :
of Items Unit Price(Rs.)| Quantity Cost(Rs.)
4
s Student Chairs 10.00 34
s Student Desks 15.00 12
7 Teacher Chairs 20.00 4
2 Teacher Tables 25.00 1
¢ Computers 100.00 3
10 Printers 50.00 1
11 Cuphoards 200.00 5
Ma.ximfjm Total Cost -->
12 | Unit Price -—>
Minimum
13| Unit Price —>

14

= Quantity * Unit PriceTotal Cost = Sum

Costs
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° QWD D& B0 EPIRNBDNTIB

I~

J Buc® ¢8m00c 8801w owwsIn.
J D12 em9ed §o 88016 oennyw mO05I5
° B12 @20g00 8@ dmm 8 oemme mosim
. B13 01000 ¢0® dmm 8C oemmwe mOsIs
Activity 2

A B C D E F G H J K L M N 0 P
1
2 Income and Expenses Report 2017 - of Sumith Ravindra
3 Income Chart
4 Income Jan(rs) | Feb(rs) | Marlrs) | Apr(rs) 4000000
5 salary 35,000.00 | 35,000.00 | 37,000.00 | 37,000.00 35,0000
6 |Business 15,000.00 | 18,000.00 | 17,000.00 | 19,000.00 30,000.00
7 Rented House 25,000.00 | 25,000.00 | 25,000.00 | 25,000.00 |Average Income _|Maximum Income [Minimum Income + 500000
8 |Total Income E 20,000.00
9 Expences Jan(rs) | Feb(rs) | Mar(rs) | Apr(rs) < 15,000.00
10 Food 35,000.00 | 38,500.00 | 33,000.00 | 54,000.00 10,00000
1 Transport 10,000.00 | 14,000.00 | 12,400.00 | 25,000.00 5,000.00
12| Other Expenses 8,000.00 [ 7,000.00 | 12,000.00 [ 20,000.00 [Average Expenses |Maximum Exp Minimum Expenses -
12 [Total Expenses Jan {rs) Feb [rs) Marrs) Apr{rs)
1 Month
1
1

5
6 l—l mSalary mBusiness mRented House

* ™ O 85D ©cBIB.
* 55008 80 8w ®iesw ¢330 YO Gcaw® w5 GO Bwe® ewIwsIv.

* G8 emIBwd @iys &icw® (Average Income) oenmw oI, 8@ Gcow® H8 emdsw 0On
& @D® $cow® I8 emivw 0.

* G13 emdBw wew w®ims Swe®, H13 emdss wew ¢e8® Bwe® wy i13 emdvw wewr ¢d®
Bwe® OemmB WHOBID.

* 9w eusID &8 838 BuE® ®sDE §10w® euIdVO By yeddad asim.
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Note: Pie charts can convert one column or row of spreadsheet data into a pie chart. Each slice of pie
(data point) shows the size or percentage of that slice relative to the whole pie. Pie charts work best

when.: You have only one data series.

OWND)Y: DO gadnodzO (Pie charts) &;20;@ez ¢o'» 2 Ho;0z ewd edwn OO gefdodwz’ OO
85086 wE wim. ;® OO Ho 0@ (¢’ calesw) §e DO IO wednsd O Foed H@resds
owd ghame @sYOE. DO &edd @wIlsy Bwr oz SO: AIO grlen dul ¢ @1ciOnl 6O&.

Activity 3

A B
1 Monthly Expenditure
2 |Bill payments t.15,000.00
3 |Groceries 1.20,000.00
4 |Fuel & transport ©1.8,000.00
5 |School fees 1.10,000.00
6 |Medicines ©O1.3,500.00
7 Bank Loan &1.7,500.00
8 | Savings 1.20,000.00
s |Total Income 1.84,000.00
10
11

QWD ¢ DYD 3w DO yedow g8sIn.

Chart Title

Bill payments

18%
Savings
24%

I/ Groceries

24%

Bank Loan

9%

Medicines
School fees 4%

12% Fuel & transport
o%
m Bill payments = Groceries Fuel& transport = School fees
= Medicines = Bank Loan u Savings
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2.3 Becys w®8ux - Presentation Software

2.3.1 Introduction %;838®

Presentation software is a computer software package used to show information, normally in the form
of a slide show.

¢ ERmWE GmIcwd emI0RT; eBBIODD WD OB B3MEn2 Bagmrn, @88ur BEe® Dagmo®
@R YEEIOa.

It easy to create, collaborates, and presents ideas in dynamic, visually compelling ways

Examples ¢ ¢wden:

Getting Started with PowerPoint - PowerPoint ¢ac®w» =@

Start — All programs ——> Ms Office — Ms Power point

Pemrishiina gt @ © F 7 o x

MNew

ek Pyreeietion

Search for ¢ we TerTeni [os ared Thesmie F=

Zpgeeiied wmwrchex Preentsiorn Theores Liecsfon  (harh Chegrera Buarema Infogpraphio

QuickStarter i e !

th 3D
foiets EEEEe G

DL b e e 'yca VLR, b Wk 1 Poven Posee MG

b i ot desiigh

Tak & boair




2.3.2 Identify the main interface g a0 §Hean Ve OO

The Window
% 3 F . Presertaton’ - PomePaint [P Pr——

wators  Bdelhow  Reves | Ves  © ' m

Quick Access ;
Toolbar Title Bar The Ribbon

File tab (Backstage View)

e Click to add title

Click 1o add subtitle

Placeholders”
: Status Bar Slide

P I L S S—

Insert a new slide (slide layout) 0 0= (me e1cHeR) e BBe.

i) From the Home New slide

Select the slide you want to insert. gipes B8O ¢d@s O @ICrOBIH.

Activity : Add a new blank slide, and then insert a text box and type your school address.

Applying of suitable slide design (theme) / Background styles
683 & e®feEmdes (eF@0)ewd®

i)  Go to the Design tab.

ii) Locate the Themes group. Each image represents a theme.
ii1) Click the drop-down arrow to access more themes.

iv) The name of the theme will appear when moving mouse.
v) Click a theme to apply it to the slides.

2.3.3 Insertion and formatting of suitable Texts and Pictures g3geq eo0cd esw 8356 ames RSO

eROIOC Yo / D8nw / Demw, @wit B e eBIEHOLO HIEEBD GICWD EBIc OB @B
350 DHORBIZNO 50edsy Bwd gDeI OB B dw yrw.

BB UBeDD gamcwed Presentation dm BE@renw Y.
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e Presentation 9200 Bx¥ndex dmn BOO.
» Insert tab > Picture / Online Picture
> 208 Ssent endd eox Insert »dxis.

e WordArt &= B3@.
> Insert tab > WordArt

2.3.4 PowerPoint @88 B3®2 (Presentation) 8ef»s (narrate) =5z gomadcs.
88D 08 Om wmwsIm (Set up the mike)

e® wecw OBmocdmwn gdas ©D. eNewd O vlvemOE Bwewe 9f wox» built- in
O8empenimnwes ¢», 8 USB 08nendmwnl vwidm BB8e®xsf narration demB s @en®©m
©20w6 OO D8 @d.

Built-in ®8mendm e @i@imsewsy @ed gacesy ceeeow (Input-device) eces wmewn) gm. O0s O
PowerPoint narration eewo ©8m0 BBe®, dw set-up BBOO gdms e0ed. »:I, narration eHo
USB ®8mecdmws ©i8m0 mosiesy 58, O G ¢t0e0e oG @8e gnw. dxtetddd @n e®w
8¢ BBO wewn, ma8w Boed (Task bar) ¢xmen ©e @B volume icon @ right-click moxsim. edox
@®xned, " Open Sound Settings " emdozis.

[ Open Sound settings]

Open Volume mixer
Spatial sound [Off) >

Troubleshoot sound problems

T3 AM '
N~ Bl = T Ak NG e BB

@®828, sound settings »ged ded. 880, “input “section @©» scroll down =, Choose your input
device.” Click mosy.

Input

Choose your input device /

Microphone (Realtek High Definiti... ~~

Certain apps may be set up to use different sound devices than the
one selected here. Customize app volumes and devices in advanced
sound options.

O8moenimw set-up BB ©w®w», recording &c®w» BIOD wBw. Narration B3 wbOm e &¢
RBO wewr s J wew BOoun COO yowddmds Om am.


https://www.google.com/search?sxsrf=APq-WBuCy3c5XLDkZ2JWad-xnIeAkwFkKw:1644498802003&q=How+do+you+narrate+a+PowerPoint+presentation?&tbm=isch&source=iu&ictx=1&vet=1&fir=cn58q0EdYCgu4M%252CnD9sRrRUIbZkmM%252C_&usg=AI4_-kRK-7WEnkNkWksNIf7JEkqk9kHvAg&sa=X&ved=2ahUKEwiiwLS3m_X1AhX-SWwGHW6lA3EQ9QF6BAgNEAE#imgrc=cn58q0EdYCgu4M
https://www.google.com/search?sxsrf=APq-WBuCy3c5XLDkZ2JWad-xnIeAkwFkKw:1644498802003&q=How+do+you+narrate+a+PowerPoint+presentation?&tbm=isch&source=iu&ictx=1&vet=1&fir=cn58q0EdYCgu4M%252CnD9sRrRUIbZkmM%252C_&usg=AI4_-kRK-7WEnkNkWksNIf7JEkqk9kHvAg&sa=X&ved=2ahUKEwiiwLS3m_X1AhX-SWwGHW6lA3EQ9QF6BAgNEAE#imgrc=cn58q0EdYCgu4M

Voiceover narration record 8800 ¢daxs PowerPoint presentation &z 8an mdxs¥z. ‘Slide show” 9@
dem8 ‘set up’ group 8 @B ‘Record slide show’ emdssin. emddonsf e, snsy e@m0 (Drop-down
menu) 20w e, @®BE, narration gc®wed 8O owd DIV slide demd 8O @cdwn RBELO
ondGon wim. O30 slide demst 83em (record) BB @6®w» BRIV endd vx¥esy BO, 830n
BBO @ad®w» BBOO @dexs slide emd 835 IO BYYS »S ©5IB.

n Transitions Animations Slide Show Review View

FE[ E‘ EC‘E) [ Play N

- Use Timings
Set Up Hide  Rehearse Record Slide M Use 1ming
Slide Show Slide  Timings  Show ~ Show Media Controfs

L& Record from Current Slide...

3
Lﬁ Record from EeginninJ...]

@®80 Full screen mode 2ed0m am. Boed gung 0® emgded record button ¢ped @56 e®OE®
BBsw 2dom 90 980 esvemyy g». ©lonm BIO good@w BBEOO gem® § 80, @®® record
eI HE »osTH.

@®80 voice over narration s3on BOE ¢c®» we vwim. g slide OO WD emen Emcw (right-
arrow) H 8= BBe®xY presentation Oz wSwo 988w wuIB).

YD 9ug OO emgdeld gf Pause button 930®53 @5%® ¢DEdGdm 8den BB pause ®»E V1.
Ow gdwsy slide ®0 Bw 80 s3om B BOWBRwd ¢dwsy 0. IMEsLE eC®, Aded gvg O®
omedeld 881 a8 Stop button 3w wiBe.



1

PAUSE STOP REPLAY

Recording in Progress

Narration ©®z s%0» Dicmw (play) B8O e¢daxs »®, Replay button exddion wiBe.

RECORD  STOP REPLAY

Record m»o» ¢ narration ®em8 ¢f o= O slide dend sve-cmeay emgded S8 icon 2L0n
. ©® icon ©m w8wi8e®xsy (hovering over) @ play ein® 93e®xs] o= &= slide vond
narration z30» D@ WE P BG.

Narration 8a¢® 0 80m0 1) 0500x5es »H®, 530n s83en BB 0O Bwdd 3 dn ¢HOOBG
DE DDA,

2.3.5 PowerPoint 288s: B8O 88ewdO 900 s808mme A8S.

PowerPoint 28w B8 SBewdDw 900 eif BB, vsg®D, sBuneamed PowerPoint 988 H8®
(presentation) &0a» 3s3>.

PowerPoint 8 gug 0® emgded, ‘File’ option HES mosy».



AutoSave (@ O ) “) - O @ = Welcome to Mahesh's Presentation.pptx - Saved to this PC -

Home Insert Draw  Design Transitions Animations Slide Show Review
ﬁ] i IQ D Layout - dag oA A B = iE
Paste [E H ow Reuse @Rﬂﬂ

W

~ Slides [ Section ~
Cliphboard & Slides Fant =

o

4 Welcome
1

‘File’ option HE= BBe®xT &gy, B0am O sidebar demB ‘Export *enddinsim.

Infa _ —
Blank Presentation Welcome to PowerPoint Bring your presentations t,..

SaVe

Save As

Print L Search

Share Recent  Pinned  Shared with Me

Export Pin files you want to easily find later. Click the pin icon that appears when you hover over a file.

‘Export’ e®@medd ‘Create a Video ‘&&= mosim.

Welcome to Mahesh's Presentationpptx - Saved to this PC

Export

Create a PDF/XPS Document

" Presesves layout, formatting, fonts, and images
= Content can't be easily changed

L-_—§ Create a Video* = Free viewers ane avadable on the web

[aF) Create an Animated GIF N We have recommendations that wi
I; T Investigate Accessibility

Froate

@ Create PDF/XPS Document

‘Export’ e®@xm0d ¢myeq e ‘Create a Video ‘emades (section ) 80z @m. @®® emdede, video file
wew 880 O (options) Eded.

580, ‘Full HD’ option HE= BBe®xy &&ewdd wewo quality &= enddxis.



Export

Create a Video

Save your presentation as a video that you can bum to a disc. upload to the web, or email
®  |nchudes all recorded timings, namations, ink strokes, and laser pointer gestures

EI Create PDF/XPS Document

Create a Video " Preserves animations, transitions, and media

(@ Get help burning your slide show video 1o OVD or uploading it to the web

Full HD (1080p)
Large file size and full high quality (1920 x 1080)

@ Create an Animated GIF
®

Package Presentation for CD ' Don't Use Recorded Timings and Narrations

& Ne timings or narrations have been recorded

EF- Create Handouts Seconds spent on each shde: | 05,00

@®80 88w video quality options ¢z=H50 Ced. @O DO ey Wi B Wiews option dm= enIdsIs).
0®88 endciosIzn quality O¥m ( Qes®@® ¥dw) & O OO BBewled ewmir) y&iemw (File
size) BaE O PO OB BAIOD FR®.

Create a Video

Save your presentation as a video that you can burn to a disc, upload to the web, or email
® Includes all recorded timings, narrations, ink strokes, and laser pointer gestures

®  Preserves animations, transitions, and media

@ Get help burning your slide show video to DVD or uploading it to the web

@‘ Ultra HD (4K)
¢ Largest file size and ultra-high quality (3840 x 2160)

\'[‘T‘J Full HD (1080p)
L2l | Large file size and full high quality (1920 x 1080)

=4 Medium file size and moderate quality (1280 x 720)

Standard (480p)
Smallest file size and lowest quality (852 x 480)

BBewded s3em WO B¢ @D ww narrations e B8O, video quality e®500 w3y, ‘Use
Recorded Timings and Narrations ‘ 8mEesw (option) HE= woxis.



Create a Video
Save your presentation as a video that you can burn to a disc, upload to the web, or email
® |ncludes all recorded timings, narrations, ink strokes, and laser pointer gestures

= Praserves animations, transitions, and media

(® Gat help buming your slide show vides to DVD or upleading it to the web

Ultra HD (4K)
@ Largest file size and ultra-high quality (3840 x 2160)

: @ Don't Use Recorded Timings and Narrations P— .
H -

Mo timings or narrations have been recorded

Seconds spent on each slide: | 05.00

@®® option O g s ®Id (grayed out) eFm®, & Red 928s BBeOB Dulmivn DY

(recorded timings) e®nd godsoz (narration) BEOE @08 BA.

Create a Video

Save your presentation as a video that you can burn to a dise. upload to the web, or email
® |ncludes all recorded timings, narrations, ink strokes, and laser pointer gestures

" Preserves animations, transitions, and media

@ Get help buming your slide show video to DVD or uploading it to the web

Ultra HD (4K)
Largest file size and ultra-high quality (3840 x 2160)

?‘ Don't Use Recorded Timings and Narrations
Mo timings or narrations have been recorded

L,_-—g] Use Recorded Timings and Narrations &

)

SBewded O O LSeBlw (slide) ems®en e & 0d¢ wiriny e®H2 ey »E viB®.
‘Seconds Spent on Each Slide ‘o090 FHES =m0 »rfesc O8s B0 ames »osIn.

20D WST, @O MIE® BB 5 @C® W0 FB.

8dwry Dnews’, ‘Create a Video’ emidesnd oo, 88ewd® 0:8® ¢0®w» B30 © Create Video

DER mOID.



Create a Video

Save your presentation as a video that you can burn to a disc, upload to the web, or email

Seconds spent on each slide: | 0600

Create
Video

®  Includes all recorded timings, narrations, ink strokes, and laser pointer gestures

" Preserves animations, transitions, and media

@ Get help burning your slide show video to DVD or uploading it 1o the web

@ Ultra HD (4K)
=294 Largest file size and ultra-high quality (3840 x 2160)

L_-—-l Dan’t Use Recorded Timings and Narrations
o

Mo timings or narrations have been recorded

080 uBoemmoed save d¥etdD dam Oxr a». 0@88 , SBewdd save mEYR e@wIERIB enddsis.
BBewdd wewr »@x 088 wd, "save " HEW WIsIm.e®80,PowerPoint @20 »®©n ymy and;
§yeon (main interface) edm com @y g». e®® agnciywmes oFecd, s8ddmmed yoBw
(progress of the conversion) ¢0 Eed..

BB ewdd gy gDy g 80 dw D save mE emIERIG BE ¢BHO Ced.



3- The Internet

3.1 Uses of Internet facility to improve teaching-learning process
0 IO®-9enBe® FHwidBw D188yen BB wewr gsInddhe
802 ® wodmw

3.1.1 Introduction to Internet - g=¥n8HEw ©&€538©

Wireless devices

The Internet is network of computers linking many computers all over the world. Computer network
means interconnected two or more computers.

@O o B s3eenm SE YOremw 8@®ISIY WS eSS ¢ vBvewn HEws, gindHhEs
eCe HESIDE. vBnenm HENW 1y OBEHMO LOASTA mE 83w e¢mn ewd 5O 18 veamnA.

ISP (Internet Service Provider) - g53m8ec 8058 6802 gaemns)

Sri Lanka
Do d Telecon
1alo
9 Mobitel
g a i rtel We Care. Always

Hutch =



3.1.2 Web browsers - gsimndshE 0mond; ®edsenw 6860 185 WO Lagmed

Chrome Safari Firefox

Edge Opera Internet Explorer

80am S ¢ Internet Explore e9®8gdwdw

aximize
Restore
( Internet Explorer's title bar)—l

‘2 Education To Go - Microsoft Internet Explorer provided by Comcast __EIE|
Ble Edk Vew Favortes Ioos Hep ((Mienu bar) c

Q- © - [N B O ST Y reveres @ et @
: Address | @] htkp:ffwew.ed2go.com B ch

sl

The Web page you're viewing appears
here in the document area

(Launch Internet Explorer) Gntemet Explorer taskbar but‘ton) Internet
Explorer's

- icon
2} Education To Go - Mic... é

3.1.3 URL (Uniform Resource Locator) - @08 88

Each resource in the Internet has its own address. This address is called a URL.

asInbheed @B ©1® emins; YRIQuW® Hern BP0 08 geddm B8mwn am. ©o URL
(Uniform Resource Locator)eces »esion red.

Searching information using given web address- e¢» c¢ @08 B8mw widn» =
DO G OB

If we know the address of a Web site, we can directly type the address in Address bar.
Web B8mw ¢xiory »H®, web browser dem® Address bar om ©n 9© E8mw ames BBe®xy
EmICHT G OB WA,



M
& Cca mm':r s e 880N

\ “e Gmt en E Q HE 0

Address Bar

Search Field

Google _—~

i o buang |y

Department of examinations - https://www.doenets.lk/

NIE —www.nie.lk

Ministry of education ~-www.moe.gov.lk

Department of western province - www.wpedu.sch.lk/

3.1.4 Search engines -em090; @8® @iy

When an address is not known, a search engine can be used to find information.

Web 88mw emcsisn 80 qeE em0n0 Gy o3IO wew 0@ wsine: (search engine) widm

DG VA,

Google > Bing

YzaHOO!

Yandex

G0
Bai®EE
o

=
DuckDuckGo (\m“m


https://www.doenets.lk/
http://www.nie.lk/
http://www.wpedu.sch.lk/

3.1.5 Searching Information - @mdnd; ®¥edsemnw
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