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Module 02  

Perform Word Processing 

 

Aim:  

fuu mdvu uÕska Tng Microsoft Word 2007 Ndú;fhka Tng Word Peocessing isÿ lrk 
wdldrh ms<sn|j uQ,sl wjfndaOhla ,nd §ug wfmalaId flf¾ 

 

Objectives:  

fuu mdvu wOHhkfhka miqj Tng my; yelshdjka ,efnkq we;' 

 Create different types of documents using templates (wdlD;s Ndú;fhka f,aLk ieliSu& 

 Create tables ^j.= ieliSu& 

 Add objects and special formatting  

 Format paragraph/document  (fÊo iy ,sms wjYH mßÈ Format lsÍu)                                                                                                                              

 Create links (Links ieliSu) 

 Create mail merge (Mail merge ieliSu) 

 Find & replace text 

 Draw graphics/auto text 

 Create Table of Content(Index) 

 Print a word document/envelops/labels 

     

1.1 yeÈkaùu 
mß.Klh Ndú;hg meñKs uq,a wjÈfha isgu mß.Klh Ndú;d lsÍfuka b;d id¾:lj isÿ l< 

lghq;a;ls ,sms ieliSu ^word processing&' mß.Klh Ndú;hg meñKSu;a iu.u tf;la mej;s 

,sms ilik hka;% ^Type Writers& Ndú;fhka wE;a jQ w;r ta fjkqjg myiqfjka ,sms ielish 
yels fkdfhla mß.Kl uDÿldx. ìys úh' fï jk úg uQ,Huh wjYH;d u; ksmojk uqoDldx. 
fukau fkdñf,a ,nd .; yels uDÿldx. fndfyda m%udKhla ,sms ieliSu i|yd mj;S' tajd 
ms<snoj flá yeÈkaùula my; olajd we;' 

Microsoft Word fuh uhsfldfidmaÜ wdh;kh u.ska ksmojd we;s uDÿldx.hls' Microsoft 

Office uDÿldx.h ;=< wka;¾.;j we;s fuh f,dj fndfyda fofkla ;u ,sms ieliSu ioyd 

Ndú;d lrhs' fuh uQ,Huh wjYH;d ioyd ksmojd we;s w;r Microsoft Office uDÿldx.h iu.ska 
,efnk fuh uqo,a f.jd ,nd .; hq;=h' 

Open Office fuh fkdñf,a ,nd .; yels uDÿldx.hla jk w;r Microsoft Office uDÿldx.hg 

iudka;rj tys mj;sk myiqlï iemhsh yels jk f,ig ksmojd we;' fuu uDÿldx.h Ndú;fha 
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we;s m%Odk jdis lsysmhls' tajd kï fkdñf,a ,nd .; yels ùu" Windows iy Linux hk ´kEu 
fufyhqï moaO;shl Ndú; l< yels ùu fmkajd Èh yelsh' Tng fuu uDÿldx.h iy ta ms<sn|j 
wjYH úia;r www.openoffice.org fjí ,smskfhka ,nd .; yelsh'    

Online Word Processors: j¾;udkh jk úg fndfyda ckms%h ù we;s udÿldx. j¾.hls' fuu 
uDÿldx.h ls%hd;aul lsÍug wka;¾cd, iïnkaOh wjYH fõ' fndfyda fjí wvú j, wjYH ,sms 
tys isgu ks¾udkh lr .ekSu i|yd fujeks ,sms ilik Ndú; lrhs' ;u mß.Klh u; 

ia:dms; lsÍug (Install) wkjYH ùu fujeks uDÿldx. j, ±lssh yels m%Odk jdishls' Google 

docs hkq tf,i wka;¾ cd,h ;=, Google iud.u ,ndfok myiqluls' fuh Tng 
https://docs.google.com/ ,smskh u.ska ,nd .; yelsh' 

j¾;udkfha§ ,sms ieliSu ioyd nyq,ju Ndú; lrkqfha Microsoft Office uDÿldx.hhs' fï ksid 

wm fuu mdvfï§ Microsoft Office uDÿldx.fha we;s Microsoft Word Ndú; lr ,sms ili 

wdldrh §¾> f,i i,ld n,uq' ta ioyd m<uqj Microsoft Word ,nd .kakd wdldrh ms<snoj 

fidhd n,uq' Tnf.a mß.Klfha Microsoft Office uDÿldx.h ia:dmkh lr we;akï my; mshjr 
wkq.ukh lrkak' 

 mß.Klfhys Start Menu tflys  Microsoft Office fj; hkak 

 tys Microsoft Word u; click lrkak 

±ka Tng Microsoft Word w;=re uqyqkf;ys olakg ,efí' fuu w;=re uqyqkf;ys m%Odk fldgia 
my; olajd we;s w;r tajd yÿkd .ekSu ioyd 2-1 rEmh Ndú; lrkak'   

Office button: Ms Word Window tflys Wäkau olakg ,efnk button tl fï kñka yÿkajkq 

,efí' Office Button tl u; Click lsÍfuka Menu tlla ,nd .; yelsh' WodyrKhla f,i 

Tng ilik ,o ,smshla Save lr .ekSug fyda fmr ilik ,o ,smshla kej; Open lr .ekSu 

wjYH tools fj; hdug wjYH Menu tl ,nd .ekSug fuh Ndú; lrkak'   

Quick Access Toolbar: Office button tlg ol=fKka we;s l=vd fldgi fuu kñka yÿkajkq 

,efí' Tn nyq,ju Ndú;d lrk tools fuu fldgi ;=<g we;=,;a lr ;nd .; yelsh ^ wmg 

wjYH short cuts w¨;ska tla l< yelsh&' ±ka Tng tu tools  blaukska ,nd .ekSug fuu 

fldgi Ndú;d l< yelsh' fuh Word  iu.ska fõ.fhka jev lsÍfï§ fu b;d jeo.;a 
fuj,uls' 

Ribbon: Quick Access Toolbar tlg my,ska we;s menu tl yd thg my,ska we;s ish¨ tools 

wh;a jkafka Ribbon tlghs' fuu Ribbon tl Ndú;fhka Tng Word j, myiqfjka wjYH 
lghq;= lr .; yelsh 

Text Area: Ribbon tlg my,ska we;s o;a; we;=,;a l, yels fldgi ^iqÿ j¾Kfhka Èiajk& 

Text Area tlhs Tng o;a; we;=,;a l< yels jkafka fuu m%foaYhghs' 

Scroll bar: Text Area tlg ol=fKka we;s fuh Ndú;fhka Tng Tnf.a ,smsfha wjYH ;eklg 
myiqfjka .uka l< yelsh'  

https://docs.google.com/
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Status bar: Text Area tlg hákau we;s fldgi  Status bar kñka yÿkajhs' 

 

Figure 2-1: Microsoft Word 

±ka wm Microsoft Word Ndú;fhka ,sms ilik wdldrh ms<sj,ska bf.k .ksuq' 

   

1.2 Template Ndú;fhka wjYH mßÈ f,aLk ieliSu 

Template tlla hkq wjYH;djh wkqj fmr ilia lrk ,o ,smshl wdlD;shls'  th Ndú;fhka 
wjYH f,aLk ieliSu b;d myiqh' Tng wjYh jkafka wjYH ;eka j, wjYH o;a; we;=,;a 
lsÍu muKs' WodyrKhla f,i Tng ,smshla ,sùug wjYH hehs is;uq tys uQ,sl fldgia jk 
hjkakdf.a ,smskh ud;Dldj wd§ flfgia fmr ilia lr we;s w;r Tng wjYH jkafka tu 

fldgia j,g wjYH mßÈ o;a; we;=,;a lsÍuhs' ±ka wm Microsoft Word ys Template tlla 

Ndú;fhka ,smshla ilik wdldr i,ld n,uq' fï i|yd Tn m<uqj Microsoft Office button tl 

Click lr ,efnk Menu tflys New fj; hkak' túg “New Document Window” tl o¾Ykh 
fõ 2-2 rEmh n,kak'  

 

Figure 2: New Document Menu 

Text Area 

Office button 

Quick Access toolbar 

Ribbon 

Status bar 

Scroll bar  
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 tys jïmi we;s Template fldgfiys “Install template” fj; hkak th Ndú;fhka wjYH 

Template tl f;dard .kak' wk;=rej ol=Kqmi fl,jr we;s Create button tl Click lrkak 

,efnk ,smsfha wjYH mßÈ o;a; we;=,;a lsÍfuka myiqfjka yd bl;aukska ,smsh ,shd wjika 
l, yelsh'  

Template tlla Ndú;fhka ,smshla ilia lsrSfï§ my; lreKq ms<snojo ie,ls,su;a ùu 

w;HjYH fõ' tkï Template tll§ ,smsh Format lsÍula wjYH fkdjk wlr ,nd § we;s 

Format tl Ndú;d lsÍu muKla m%udKj;ah' fuhg wu;rj Tn ilia lrk ,o ,smsfha 

jHlrK fodaY ^Spelling and Grammar Errors& bj;a lsÍu wksjd¾hHfhkau l< hq;=h' tajd isÿ 
lrk wdldrh miqj úia;r lr we;'   

tfiau Tng wka;¾cd, myiqlï mj;S kï “Microsoft Office Online” fj; f.dia fjk;a 

Template fndfyda .Kkla ,nd .; yelsh'  

 

Figure 2-3: Other templates 

WodyrKhla f,i Tng book marks tlla ilia lr .ekSug wjYH kï Microsoft Office 

Online fj; f.dia Book j,g f.dia Book marks and book plates j,g f.dia wjYH template 

tl f;dard download button tl Click lsÍfuka tu template tl ,nd .; yelsh' 
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Figure 4: Install Online Templates 

 

WodyrKh 01 

WodyrKhla f,i wm template tlla Ndú;fhka FAX tlla ilia lrk wdldrh i,ld n,uq' 

fuys§ m<uqj template tlg f.dia “Install template” j,g hkak' tys Equity Fax f;dard .kak' 

wk;=rej create button tl Click lsÍfuka tu template tl ,nd .; yelsh'   

 

±ka ,efnk ,smsfha ^Template tflys & wjYH ia:dk j, Type lsÍfuka muKla wjYH ,smsh 

ksjerÈj ,nd .; yelsh' fuys we;s m%Odku jdish kï wmg ,smsh kej; Format lÍug wjYH 

fkdùuhs' fï ksid tlu wdldrfha ,shsmhla iEu úgu ,nd .; yels w;r Format lÍug 
jehjk ld,h b;sßfõ' 
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we;eï úg Tnf.a wjYH;djhg .e,fmk Template tlla fkd;sìh yelsh túg wmg wmf.a 

wjYH ;djh wkqj ,smsh uq, isgu ilia lsÍug isÿ fõ' ta ioyd “Blank and Recent” fj; f.dia 

“Blank document” f;dard Create button tl Click lsÍfuka w¨;a ,smshla ,nd .; yelsh' túg 
tys Tng wjYH ,smshla uq, isg wdrïN lr ielish yelsh' 

 

 

,sms Ndú;fha § wmg text formatting, paragraphs formatting iy document formatting hk lghq;= 
wjYH msßÈ isÿ lsÍug isÿfõ' fï ksid wm ±ka uq, isg ta ms<snoj i,ld n,uq'  

 

1.3 Text Format lsÍu  

Tn word document tl ilia lrk úg we;=,;a lrk o;a; wjYH wdldrhg ilia lsÍu Font 

fjkia lsÍu j¾Kh fjkia lÍu wd§ lghq;= fuys§ isÿ lrkq ,efí' f;dard .kakd ,o text 

tll by; f,ig wl=re j¾Kh m%udKh wdÈh fjkia lsÍu text formatting kï fõ' text tlla 

formatting fjkia lrk wdldrh ±ka fidhd n,uq' fï ioyd home tab tflys we;s font group 

fujeks ia:dk j,g 
fl,skau o;a; we;=,;a l, 

yelsh Format lsÍula 
wjYH fkdfõ 
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tflys we;s tools Ndú; l, yelsh' Ndú;h wkqj ie,lSfï§ nyq,ju isÿ lrk lghq;= lsysmhla 
my; olajd we;' 

 wl=re j, Font(iajrEmh) tl fjkia lsÍu 

 wl=re j, m%udKh fjkia lsÍu 

 wl=re j, j¾Kh fjkia lsÍu yd 

 wl=re Bold. Italic or underline lsÍu fmkajd Èh yelsh 

 

 

 

 

 

 

 

Figure 2-5: Text Formatting Tools 

 

wNHdih 02 

w¨;a ,smshla (Blank Document) ,nd f.k thg my; § we;s text we;=,;a lrkak 

 

 

 

±ka by; fÊoh my; wdldrhg ilia lrkak 

 

 

 

 

Font tl fjkia lsÍug 
fuh Ndú; lrkak 

wl=re j, m%udKh fjkia 
lsÍug fuh Ndú; lrkak 

wl=re j, m%udKh mj;sk 
m%udKhg idfmalaIj wvq 
jeä lsÍug fuh Ndú; 
lrkak 

wl=re wjYH msßÈ Bold, 

Italic fyda underline lsÍug 
fuu wl=re Ndú; lrkak 

wl=re j, j¾Kh 
fjkia lsÍug fuh 
Ndú; lrkak 

wl=re Highlight 

lsÍug fuh Ndú; 
lrkak 

Carbon dioxide (chemical formula CO2) is a naturally occurring chemical compound composed of 

two oxygen atoms covalently bonded to a single carbon atom.  
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Carbon dioxide 

Carbon dioxide (chemical formula CO2) is a naturally occurring chemical compound composed 

of two oxygen atoms covalently bonded to a single carbon atom.  

 

 

 

±ka wm paragraph tlla wjYH mßÈ format lrk wdldrh i,ld ,nuq 

 

1.4 Paragraph format lsÍu  
Tn ilik ,o f,aLk j, fÊo wjYH mßÈ ilia lsÍu b;d jeo.;ah' fï ksid wm m<uqj 

fÊohla ilia lsÍug MS Word j, we;s myiqlï fukjd±hs fidhd n,uq' fï ioyd home tab 

tflys we;s  paragraph group tflys we;s tools Ndú; l, yelsh' Ndú;h wkqj ie,lSfï§ 
nyq,ju isÿ lrk lghq;= lsysmhla my; olajd we;' 

 fÊohla wjYH mßÈ Align lsÍu ^ia:dk.; lsrSu& 

 list tlla wjYH mßÈ ilia lr .ekSu 

 fÊofha wl=re w;r mr;rh wjYH mßÈ fjkia lsÍu m%Odk fõ' 

 

 

 

 

 

 

 

Figure 6: Paragraph Formatting Window 

Bold / Underline/ Size 
16  
Font Arial Black 

Italic  
Size 12  
Times New Roman 

fÊoh wjYH mßÈ Align 

lsÍug fuu tools Ndú; 
lrkak 

Bulets List tlla ilia lr 

.ekSug fuu tools Ndú; 
lrkak 

Number List tlla ilia 

lr .ekSug fuu tools 

Ndú; lrkak 

fÊofha Background tl 
j¾K .ekaùu ioyd fuh 
Ndú; lrkak 

o;a; wjYH mßÈ wldrdoS 
ms<sj,g ilia lr 

.ekSug fuu tools Ndú; 
lrkak 
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WodyrKh 02 

my; oelafjk wdldrh ,smshla ilia lrkak ^fuys§ paragraph iy Text Formatting we;=,;a lr 
we;& 

 

tia' tï' fmf¾rd" 

n$ lgql=rekao cd;sl mdi," 

lgql=rekao" 

22' 05' 2012' 

úÿy,am;s ;=ud" u.ska 

n$ lgql=rekao cd;sl mdi," 

lgql=rekao ' 

l,dm wOHdmk wOHlaIl ;=ud" 

l,dm wOHdmk ld¾hd,h" 

lgql=rekao' 

 

uy;auhdKks! 

fm!oa.,sl wikSm ;;ajh u; ksjdvq wkqu; lr .ekSu i|ydhs 

 

by; kï i|yka udf.a wikSm ;;ajhla fya;=fjka ksjdvq wkqu; lr fok fuka ldreKslj 
b,a,d isáñ' ffjoH iy;sl miqj bosrsm;a lrñ' 

ia;=;shs' 

fuhg" 

fiajd ,eÈ 

 

……………………………. 

tia' tï' fmf¾rd  

 

Align Text 

Right  

Align Text 

Left 

Align Text 

Center 
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wNHdih 03 

my; olajd we;s List tl ilia lrkak' fï ioyd Number list iy Bulet List Ndú; lrkak 

 .Ks;h 

o jHjydßl .Ks;h 

o ridhk úoHdj 

o fN!;sl úoHdj 

 Ôj úoHdj 

o ridhk úoHdj 

o Ôj úoHdj 

o fN!;sl úoHdj 

 l<uKdlrKh 

o l<uKdlrKh 

o bx.S%is úYh 

o ;¾l Ydia;%h 

 

Paragraph format lsÍug wu;srj wksjd¾hfhkau u;l ;nd .; hq;= jeo.;a ldrKhla kï msgq 
ilik wdldrhhs' fndfyda wjia:dj, f,aLk ilik whg wjYH mßÈ f,aLkfha msgq ilid .; 
hq;=fõ' ±ka wm ta ms<snoj fidhd n,uq' 

 

1.1 Page format lsÍu  
msgq wjYH f,ig ilia lsrSu f,aLk ieliSfï§ ie,mlsh hq;= b;d jeo.;a wx.hls' msgqjla 
ieliSfï§ my; lreKq flfrys ie,ls,a,la olajd ;sîu b;d jeo.;ah'  

 msgqfõ m%udKh (Size) 

 Msgqfõ Ndú; lrk ÈYdj ^Orientation) 

 msgqfõ jfÜg by, my, iy fomi bv b;=re lrk m%udKh (Margin) 

 msgqj ;=, wl=re ilik ;Sre .Kk (Columns)  

 

msgqjla ksjerÈj ilia lr .ekSu i|yd by; lreKq ms<snoj ie,lSu b;d jeo.;a fõ' fï i|yd 

Tng Ribbon tflys Page Layout Tab tflys Page setup group tflys we;s tools Wmfhda.s lr 
.; yelsh' 
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fuu ish¨ myiqlï ish,a, tlu Window tllska ,nd .ekSu ioyd Page setup group tflys 

ol=Kq mi fl<jr we;s l=vd B;,h Click lrkak túg Page Setup Window tl ,efí' 

fuu Window tflys m%Odk Tabs 3 la mj;S tajd kï" Margins, Paper iy Layout fõ' 2-6 

rEmfha Margins tab tl Èiafõ'  

Margins fldgiska wm wjYH mßÈ msgqjl iSudj ilia l< yelsh' WodyrKhla f,i fndfyda 

jd¾:d j, left margin tl 1'5 jk w;r wfkla ish,a, 1'0 fõ' Gutter Position tl hkq fmd; 

fyda f,aLkh bind lrk úg ta ioyd ;eìh hq;= bv m%udKhhs'  

msgqfjys wjYH mßÈ Margin 

ieliSug fuu tool tl 

Ndú; lrkak 

msgqfjys wjYH mßÈ 

Orientation ieliSug fuu 

tool tl Ndú; lrkak 

 

msgqfjys m%udKh Size 

fjkia lsÍug fuu tool tl 

Ndú; lrkak 

 
msgqfjys wjYH mßÈ Column 

.Kk ;SrKh lsÍug fuu 

tool tl Ndú; lrkak 
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Figure 2-7:Page Setup Window 

Multiple Pages : fuu.ska msgq ilia jk wdldrh ;SrKh l< yelsh' WodydrKhla f,i fuys 

úl,am^Options& 03 la mj;S tajd kï Normal, Mirror Margins iy 2 Page per sheet WodyrKhla 

f,i th Mirror Margins f,i ilia l, úg Left iy Right Margin fol Inside iy Outside 
f,i fjkia fõ'   

 

Tn fuys 2 Page per sheet f,i ilia l<fyd;a tl msgqjla ;=< ^Actual page size& uDos%; msgq 
folla ielfia'  

Preview : u.ska Tnf.a f,aLkfha msgq ieliS we;s yd uqøKh jk wdldrh l=vdjg ksrEmkh lr 
olajhs' fï ksid fuh Ndú;fhka Tng f,aLkh uqøKhg fmr hï wvqmdvqjla we;akï th n,d 
.; yelsh' 
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Apply to: u.ska fuu fjkialï isÿlrkafka l=ulgo hkak ;SrKh l< yelsh' fuys This point 

forward fyda whole document f,i úl,am folla mj;S' fuhska Whole document f,i 

ieliqjfyd;a fuu fjkialï iïmQ¾Ku ,smsh ioydu ls%hd;aul fõ' Tnf.a ,smsfhys Page 

Session fhdod we;skï point forward fhdod wjYH msgqfõ§ Page session fhdod fjk;a Page 

format tll fhÈh yelsh    

 

Figure 2-8: Paper Tab 

2-7 rEmfhys Page tab tlg wod, tools ±lafõ fuh Ndú;fhka Tng Tnf.a f,aLkfha msgqjl 

m%udKh fjkia l< yelsh' by; Wodyrh wkqj th Letter f,i ilid we;' by; f,igu fuu 

fjkialï o This point forward fyda whole document f,i úl,am follska tlla ioyd Ndú; 

l< yelsh' fï f,igu Layout Tab tlg f.dia tys wjYH fjkia lï fudkjdo n,d wjYH 

f,i ilia lrkak' idudkHfhka msgqjl Size yd Margin fndfyda wjia:dj, ilia l< hq;= 
fldgiah'  
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1.5 f,aLkfha jHdlrK fodaY fiùu  
f,aLkhla ilia l< miq tys we;s wlaIr fodaY iy jHhdlrK fodaY ksjeros lsrSu 
wksjd¾hHfhka isÿ l, hq;a;ls' fï ioyd fndfyda mo ilik uDÿldx. j, myiqlï mj;S' ±ka 

wms MS Word Ndú;fhka  jHdlrK fodaY iy wlaIr fodaI ksjerÈ lrk wdldrh i,ld n,uq' 
ta ioyd my; mshjrj,a wkq.ukh lrkak'  

 m<uqj f,aLkfha ish¨ o;a; we;=,;a lr wjika lrkak ish,a, iïmQ¾K lsÍug fmr 

ilik ,o fujeks f,aLkhla ^Draft copy& kñka yÿkajhs'  

 oeka Ribbon tflys eview Tab tflys Proofing group tflys  Spelling & Grammar 

Click lrkak 2-8 rEmh n,kak 

 

Figure 2-9: Spelling & Grammar Window 

 

oeka wms tla tla fldgia j, ld¾hHka ksjerÈj yÿkd .ksuq'  

 

Ignore One Tnf.a f,aLkfha jeros f,ig type ù we;s r;= mdáka fmfkk jpkh tla jrla 
muKla w;yerSug ^tu ia:dkfha we;s jpkh fjkia lsÍug wjYH fkduels kï& fuh Ndú; 

l, yelsh' WodrK f,i by; rEmfhys Labour jpkh by; f,ig jeros hehs fmkajhs' thg 

Ignore One Click l, úg fuu is:dkfha th ksjrÈ f,i fmkajk w;r fjk;a ;ekl kej; 
yuq jqjfyd;a th fodaYhla f,i i,lhs' 

Ignore All: Tnf.a f,aLkfha jeros f,ig type ù we;s r;= mdáka fmfkk jpkh wka yeu 
ia:dkhl§uo fjkia fkdlr ksjerÈ f,i ;nd .ekSug wjYH kï fuh Ndú; l, yelsh' 
WodydrKhla f,I Tnf.a ku ,smsfha we;s úg th iEu ;eklu ksjerÈ ksid fuh Ndú;fhka 
iEu ;eklu th w;yßk f,i ^ksjerÈ f,i i,lk f,i& fuu.ska ±laúh yelsh 

Grammar 

check lsrSu 
ioyd fuh 

Click lr 
;nkak 
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Add to Dictionary: YíofldaIfha fkdue;s jpkhla YíofldaIhg we;=,;a lr .ekSu ioyd 
fuh Ndú; lrkak 

Change f,aLkfha jeros f,ig type ù we;s r;= mdáka fmfkk jpkh tla jrla muKla 

Suggestions j, we;s f;dard .kakd jpkhg udre lsÍug fuh Ndú; l, yelsh' 

Change All f,aLkfha jeros f,ig type ù we;s r;= mdáka fmfkk jpk ish¨ ia:dk j, 

Suggestions j, we;s f;dard .kakd jpkhg udre lsÍug fuh Ndú; l, yelsh' 

Spelling & Grammar tool tl Ndú;fhka jpk ksjerÈ lsÍfï§ jHdlrko ksjerÈ lsÍug wjYH 

kï Tn l, hq;af;a tys we;s Check Grammar Option tl Select lr ;sîu muKs 

 

wNHdih 04 

my; oS we;s fÊoh we;=,;a lrkak ^jerÈ l¨ mdáka uqøKh lr we;& th fÊoh ksjerÈ lsÍu 

ioyd Spelling & Grammar tool tl Ndú; lrkak'  

 Sigiriya, Mahavamsa hk jpk YíO fldaIhg tl;= lrkak'  

 Matale, Sangha iy Kashyapa hk jpk fodaY iys; nj fmkaùu bj;a lrkak  

 b;sß jerÈ jpk ksjerÈ lrkak 

 

Sigiriya is a large stone and ancient rock fortress and palace ruin in the central Matale District 

of Sri Lanka, surrounded by the remains of an extensive net1work of gardens, reservoirs, and 

other structures. Sigiriya may have been inhabited through prehistoric times. It was used as a 

rock-shelter mountain monastery from about the 5th century BC, with caves prepared and 

donated by devotees of the Buddhist Sangha. Accordings to the chronicles as Mahavamsa the 

entire complex was built by King Kashyapa (477 – 495 CE), and after the king's death, it was 

used as a Buddhist monastery until 14th century (Wiki). 

 

1.6 f,aLkh  Save lsÍu  

mß.Klh Ndú;fhka f,aLk ieliSfï§ tu f,aLk wjYH mßÈ Save lsÍug ±k isàu b;d 

jeo.;a fõ' fï ksid ilik ,o f,aLk kej; Ndú;hg .ekSu ioyd Save lr ;nd .; hq;=h 

m<uqj tfia save lr .; yels file j¾. .ek i,ld n,uq'  

Tnf.a f,aLkh wjYH;djh wkqj j¾. lsysmhlg save l, yelsh' idudkHfhka f,aLkhla 

save lrkq ,nkafka .docx kï jQ Word document j¾.hg wkqjh' ta ioyd my; mshjr 
wkq.ukh l< yelsh'  

 Office button tl Click lrkak 
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 ,efnk Menu tflys Save Click lrkak 

 ,efnk Save Window tflys f,aLkh ioyd iqÿiq kula ,nd § tys hg we;s Save Click 

lrkak 

Word 2007 uDÿldx.fhys kj file types 4 la yÿkajd § we;' my; j.=fõ tu j¾. 4 fláfhka 
olajd we; 

Icon Extension Format 

 

docx Word 2007 XML Document 

 

docm 
Word 2007 XML Macro-Enabled 

Document 

 

Dotx Word 2007 XML Template 

 

dotm 
Word 2007 XML Macro-Enabled 

Template 

 

fuhg wu;rj wjYH;djh wkqj wmg Word document tlla nyq,j Save lÍug wjYH jk 
j¾. lsyshls tajd my; j.=fõ olajd we;'  

 

Icon Extension Format yeÈkaùu 

 
doc 

Word 97-2003 

format 

fuh Office 2007 j,g fmr mej;s Office 

version tlhs 

 
html Web Page 

fuu.ska Tng Web Page tlla f,i 
f,aLkh Save lr.; yelsh 

 
rtf Rich Text Format 

fuu j¾.h idudkHfhka ´kEu j¾.hl 
Word processor tll Ndú; l, yels 
fmdÿ j¾.hhs fjk;a TkEu ;ekl 
Ndú;hg wjYh kï fuu j¾.fhka Save 
lsrSu iqÿiqh 

 
WPF  Works 6.0- 9.0 

Micrsoft wdh; u.ska uq,skau yÿkajd 
fok ,o j¾.hhs ±kg Ndú;fha fkdue; 

 

Tng leu;s j¾.hlska Tnf.a f,aLkh Save lr .; yelsh' ta ioyd my; mshjr wkq.ukh 
lrkak 

 Office button tl Click lrkak 

 ,efnk Menu tflys Save  As Click lrkak 



 

© Budditha Hettige (budditha@yahoo.com) Page 17 
 

 ,efnk Save As Window tflys Save As Type Click lr wjYH j¾.h f;dard .kak 

 

 ±ka by; f,igu kula ,nd Save Click lrkak 

 

f,aLkhla wdrlaIdldÍj ^Password iys;j& Save lsÍu  

we;eï wjia:dj, Tnf.a f,aLk wdrlaId ldÍj ;nd .ekSug wjYH fõ' WodyrKhla f,i 
úNd. m%YaK m;%hla fmkajd Èh yelsh' tjeks ryis.; f,aLk wdrlaIdldÍj ;nd .ekSug tajd 

Password iys;j Save lr .; yelsh' fï ioyd my; mshjr wkq.ukh lrkak 

  Office button tl Click lrkak 

 ,efnk Menu tflys Save  As Click lrkak 

 ,efnk Save As Window tflys jï mi fl,jfrys we;s tools Button tl Click lr 

,efnk l=vd Menu tflys General Option fj; hkak 

 

Figure 2-10: General Options 

 General Option Window tflys wjYH ;eka j,g Password ,nd fokak 

 OK lrkak ^Password kej; ,nd fokak b,aÆ úg wod, Password tl kej; ksjerÈj 

,nd fokak& 

by; wdldrh Tng f,aLkhla Password iys;j Save lr .; yelsh' ±ka wms tjeks f,aLkhla 

kej; újD; lrkafka flfia±hs fidhd n,uq' ta ioyd Tn by; f,ig  Password iy;j Save 

lrk ,o f,aLkhla idudkH wdldrhg Open lrkak túg Tng Password tl l=uela±h wik 

my; wdldrfha Window tlla ,efí' thg Password tl ksjerÈj we;=,;a OK click lsÍfuka 
wod, f,aLlkh újD; lr .; yelsh' 
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Figure 2-11: Password Window 

f,aLkhla Fonts iys;j Save lsÍu  

Tnf.a f,aLkfha fkdfhla wl=re j¾. (Fonts) Ndú; l< fyd;a tu f,aLkh fjk;a ;ekl 

újD; lsÍug hdfï§ Fonts fkdue;s lu ksid ksjerÈj újD; lr .ekSug fkdyels fõ' fï 

ksid wmg f,aLkh iu.skau thg Ndú;d lrk ,o lr Fonts Save .; yelsh' fï ioyd my; 
mshjr wkq.ukh lrkak' 

 Office button tl Click lrkak 

 ,efnk Menu tflys Save  As Click lrkak 

 ,efnk Save As Window tflys jï mi fl,jfrys we;s tools Button tl Click lr 

,efnk l=vd Menu tflys Save Option fj; hkak ,efnk Option Windowtflys 

Save tab tl hgf;a we;s Embed Fonts in the File Click lrkak ^2-11 rEmh& 

 
Figure 2-12: Save Options 

 ±ka OK Click lrkak 

fï wdldrh Tng Fonts iys;j f,aLkh Save .; yelsh' fujeks f,aLkhla ´kEu ;ekl 

ksjerÈj újD; lr .; yelsh mß.Klh ;=< wod, Fonts Install lr mej;sh hq;= ke; 

wNdih 05 

tla msgqjl l=vd f,aLkhla ilikak ±ka th fjkia fjkia j¾. 7 lg muK Save lrkak' tu 
f,aLk ms<sno ±kqu Ndú;fhka my; j.=j mqrjkak 

f,aLkfha j¾.h File tflys m%udKh 
Word Document  

Word 97-2003 Document   

TRF Document  
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Web Page  

Rich Text Document  

Text Document  

Word 7.0  

 

fuu o;a; Ndú;fhka wju bvla ,nd .kakd File type tl l=ula±hs fidhd n,kak' 

  

1.2 Working With Styles (iaghs,aia iu. jev lsrSu& 

Style hkqfjka yÿkajkq ,nkafka f,aLkh ioyd fl,skau Ndú; l, yels format h' fuh 
f;areï .ekSug WodyrKhla f,i fuu f,aLkh i,lkak tys ud;Dld j¾. lsysmhlg we;' 

m<uq fm, ud;Dld fojk fm, ud;Dld wd§ jYfhks' tu ud;Dld j¾. kshñ; l%uhlg format 

lr we; ^Size 14 Bold ) fuu ud;Dld ieliSu ioyd Ndú;d lr we;sf;a by; f,i Formtting 

ieliQ' Style tlls' ±ka f,aLkh ieliSfï§ Tng m<uq fm, ud;Dld ioyd ^Size 16 Bold ) f,i 

format tl fjkia lsÍug wjYH jQjd hehs is;kak' Tn Style Ndú; lr fk;snqKfyd;a Tng 

tla tla ud;Dldjg f.dia fjkia lsÍug isÿfõ tfy;a Tn Style Ndú; l< fyd;a Tng fjkia 

l, hq;= jkafka wod, Style tl muKs' ±ka wm Style Ndú; lrk wdldrh fláfhka i,ld 
n,uq' 

 

mj;sk Style tlla Ndú; lsÍu 

fï ioyd my; mshjr wkq.ukh lrkak'  

 m<uqj Style tl fhÈh hq;= fldgi Select lr .kak 

 ±ka Home Tab tflys  Style fj; f.ia wjYH Style tl Click lrkak 

Túg b;d myiqfjka tu Style tl Ndj; l, yelsh 

 

mj;sk Style tlla fjkia lsÍu 

fï ioyd my; mshjr wkq.ukh lrkak'  

 ±ka Home Tab tflys  wjYH Style fj; f.ia wjYH Style tl f;dard Muse tflys 

Right Click lrkak 

 ,efnk Menu tflys Modify fj; hkak 

 ,efnk Modify Style Window tflys wjYH mßÈ Formatting fjkia lrkak 

 wk;=rej  OK Click lrkak 
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±ka wm w¨;ska Style tlla wmf.a wjYH;djh mßÈ ilia lrk wdldrh fidhd n,uq' fï ioyd 
my; mshjr wkq.ukh lrkak' 

 m<uqj Home Tab tflys  Style fj; f.ia leu;s Style tlla Select lr.kak 

 ±ka Style fldgfiys ol=Kqmi fl,jfrys we;s l=vd B;,h Click lrkak  

 ,efnk l=vd Menu tflys we;s Save Selection as a new Quick Style fj; hkak 

 ,efnk Window tflys Style tl ioyd kula ,nd fokak  

 tfiau tys Modify Button Click lr Style tl wjYH mßÈ fjkia lrkak 

 

Figure 2-13: Create New Style Window 

 

 wk;=rej  OK Click lrkak 

wNHdih 06 

w¨;ska ilia lr .kakd ,o f,aLkhl my; wjYH;d bgq jk mßÈ Style 4 w¨;ska idokak 

Style Name  Formatting 

IT_LE1 Times New Roman 14 Bold 

IT_LE2 Times New Roman 12 Bold 

IT_TXT FMAbhaya  12 Normal 

IT_CAP Times New Roman  12 Normal  
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1.3 j.= ^Table) ieliSu  
wm j.=jla Ndú; lrkqfha wjYH o;a; jvd;a fydÈka ir,j olajd .ekSu ioydh j.= ms<snoj 
ie,lSfï§ ms<snoj Cell Row iy Colum ms<snoj ±kqula ;sìh hq;=h' j.=jla ;=< we;s l=vd 
fldgqjla tlla f,iska yÿkajkq ,nk w;r tla j.=jl fi,a tlla fyda úYd, m%udKhla ;sìh 
yelsh' my; j.=fjys Cell 12 lao Colum 3 klao Rows 4 lao we;' 
 

  

ID Name Age 

PS2001 S. Kumara 67 

PS2002 I. Gamage 45 

PS2202 R. Perera 29 

 

 

 

 
 

 
ir,u wldrhg j.=jla iE§u i|yd my; mshjr wkq.ukh lrkak 

 m<uqj insert tab tflys table tool tl click lrkak 

 ,efnk l=vd menu tflys Insert Table Click lrkak 

 ,efnk Window tflys wjYH fma,s .Kk iy ;Sre .Kk ,ndfokak 

 

 
Figure 2-14: Insert table Window 

 OK Click lrkak 

 oeka ,efnk j.=fjys tflys o;a; wjYH f,ig we;=,;a lrkak 

 

 
wNHdih 07 

by; f,ig j.=jla ilid thg my; o;a; we;=,;a lrkak 
 
 

Row tlla 
Colum tlla 

Cell tlla 

ellCell 
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Name Age 

Saman 23 

Kamal 35 

Ruvan 45 

Sunil 36 

 

 

1.6.1 j.= ^Table) wjYH mrsos Format lsrSu  

ilia lr .kakd ,o j.=jla wjYH mrsos Format lr.kakd wdlrh oeka ir,j i,ld n,uq' fï 
ioyd my; mshjr wkq.ukh lrkk' 

 j.=j f;dard .kak 

 túg Menu tflys Design iy Layout jYfhka Tab folla fmkajhs' tajd Ndú;fhka 
myiqfjka Tn ilia lr .kakd ,o j.=j Format lr .; yelsh'   

 

 
 

 

 

 

 

 m<uqj table tl ioyd iqÿiq style tlla f;dard .kak 

 wjYH mßÈ shading tool tl Ndú;fhka cell j, j¾Kh fjkia lr .kak 

 Border tool tl Ndú;fhka j.=fõ Borders wjYh mßÈ fjkia lrkak 
 

wNHdih 08 

by; ,nd .;a ±kqu Ndú;fhka my; olajd we;s wdldrfha j.=jla ilia lrkak 
 

Index No Chemistry Physics Mathematics 

AS2009/12 23 45 67 

AS2009/13 34 56 45 

AS2009/14 56 78 54 

 

 
1.6.2 Table tlla ;=< wjYh mßÈ Text Alignment lsÍu 

j.=jl we;s l=vdu fldgi Cell tlhs tajd ;=< wjYh mßÈ wl=re tla tla ms<sj,g ,súh yel' fï 
ioyd my; mshjr wkq.ukh lrkak' 
 

 m<uqj j.=j f;dard .kak 

Table tflys  j¾Kh 

shading  lsÍug 

 

Table tflys border 

ilia lsÍug 

 

Table tflys  j¾Kh 

shading  lsÍug 
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 túg by; f,igu olakg ,efnk Menu tflys Layout Tab tl u; Click lrkak 

 ,efnk Window tl Ndú;fhka b;d myiqfjka Text Alignment lr .; yelsh 
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by; ±lajQ Layout Window tl Ndú; lr my; wdldrfha j.=jla ilia lrkak 
 

Index No 

C
h

e
m

is
tr

y 

P
h

ys
ic

s 

M
at

h
e

m
at

ic
s 

AS2009/12 23 45 67 

AS2009/13 34 56 45 

AS2009/14 56 78 54 

 

 

1.6.3 j.=j ^Table) ;=< wjYH mßÈ Cell Merge lsrSu  

j.=jla l%uj;aj ieliSfï § fndfyda wjia:d j, wjYh mßÈ Cell lsysmhla tla fldg ±laùug 
wjYH fõ' ±k wm ta ms<snoj i,ld n,uq' 
 

 m<uqj Merge l, hq;= Cells f;dard .kak 

 ±ka by; f,igu olakg ,efnk Menu tflys Layout Tab tl u; Click lrkak 

 ,efnk tl Ribbon tflys Merge Group tl fj; hkak 
 tys Merge Cell fyda Slift cell wjYH mrsos Click lsrSfuka j.=j wjYH mrsos ilia lr.kak 

 
 

wNHdih 10 

by; ±lajQ Layout Window tl Ndú; lr by; ilia lrk ,o j.=j my; wdldrhg fjkia 
lrkak 

Cell j, È. iy m<< 
fjkia lsÍug 

 

Cell tflys Text 

Alignment lsÍug 

 

Table tflys Row fyda 

Columns fjkia  lsÍug 
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Student Results 

Student info Marks 

No Index No 

C
h

em
is

tr
y 

P
h

ys
ic

s 

M
at

h
em

at
ic

s 

1 AS2009/12 23 45 67 

2 AS2009/13 34 56 45 

3 AS2009/14 56 78 54 
 
   

1.7 Object iu. jev lsÍu 

MS Word iu.ska jev lsrSfïoS wm f,aLkh u; we;=,;a lrk Text j,g wu;rj wfkl=;a rEm 

iy j.= wd§ ish,a, Object f,i i,lhs' fï ksid fuu Object ms<snoj bf.k .ekSu b;d 
jeo.;ah' ±ka wms ta ms<sn|j i,ld n,uq' Tn Tnf.a f,aLkhg picture, clip art, shape wdÈh 

we;=,;a lsÍfï§ tajd Object f,i i,lhs' ±ka wm tla tla j¾.fha Object Tnf.a f,aLkhg 
we;=,la lrk wdldrh fidhd n,uq' 

 

 

  

 

 

 
 

 

 

 

 

 

 
1.7.1 WordArt we;=,;a lsÍu 

word Art tlla we;=,;a lr .ekSug wjYH kï ta ioyd my; mshjr wkq.ukh lrkak 
 

 m<uqj Tng word Art tl we;=,;a l, hq;= ia:dkhg Cursor tl rojkak 

  Insert tab tflys Word Art Icon tl Click lrkak ^,efnk Shortcut menu tflys iqÿiq 
word Art tl Select lrkak& 

word Art insert lsÍug fuh Ndú; 
lrkak 

text box insert 

lsÍug fuh Ndú; 
lrkak 

Equation insert lsÍug 
fuh Ndú; lrkak 

symbol insert lsÍug fuh 
Ndú; lrkak 

Pictures insert 
lsÍug fuh Ndú; 
lrkak 



 

© Budditha Hettige (budditha@yahoo.com) Page 25 
 

 túg Edit word Art text window tl ,efí tys Tng wjYH Text tl type lrkak 
 

 
Figure 2-15: Edit word Art text window 

 ±ka OK Click lrkak 
 

±ka ,enqKq word art tl Selct lr .kak' túg main menu tflys Word Art Formatted tool bar 

tl o¾Ykh fõ' th Ndú;fhka Tng word art tl wjYH mßÈ ilia lr .; yelsh'    

word Art Format tool bar tl iy tys we;s tools my; úia;r lr we; 
 

 

 

 

  

 

 
 

Figure 2-16: word Art Format tool bar 

 

 

 

4 5 
2 

1 3 6 

7 
8 
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No Name Description 

1 Edit text tool Edit your word Art jpk fjkia lsÍug 
2 Spacing Change the spacing between the letters of the text 

jpk w;r mr;rh fjkia lsÍug 
3 Style Change the text style jpk j, iajrEmh fjkia 

lsÍug 
4 Shadow effect Add shadow effect to the word art jpk j, 

fijke,s j, iajrEmh fjkia lsÍug 
5 3D-Effects Add 3D effect to the text jpk j, ;s%udk ,laIK 

fjkia lsÍug 
6 Position Change the word Art position jpk j, ia:dkh 

fjika lsÍug 
7 Text wrapping Change the way text wraps around the selected text 

8 Size Change text size of the word Art jpk j, úYd,;ajh 
fjkia lsÍug 

 

 
1.7.2 Text box tlla we;=,;a lsÍu 

Tnf.a f,aLkhg text box tlla we;=,;a lsÍu ioyd my; mshjr wkq.ukh lrkak   
 

 m<uqj Tng Text box tl we;=,;a l, hq;= ia:dkfha Cursor tl rojkak 

  Insert tab tflys Text Box Icon tl Click lrkak ^,efnk Shortcut menu tflys iqÿiq 
text box tl Select lrkak& 

 ,efnk text box tflys wjYH foa we;=,;a lrkak 

 

±ka Tn fmr fiau w¨f;kau ilid .kakd ,o text box tl  Select lr.kak' túg main menu tflys 
Text box tool bar tl o¾Ykh fõ' th Ndú;fhka Tng Text box tl wjYH mßÈ ilia lr .; 
yelsh' The Text box Format tool bar tl iy tys we;s tools my; úia;r lr we; 

 

 

 

 

 

 

 
 

Figure 17: Text box formatting tool commands 
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No Name Description 

1 Draw text Box Create a new text box w¨;ska text box tlla ,nd 
.ekSug 

2 Style Change the text box style ,shk ,o fldgil wl=re 
j, iajrEmh fjkia lsÍug 

3 Shadow effects Add shadow effect to the text box fijke,s j, 
iajrEmh fjkia lsÍug 

4 3D-Effects Add 3D effect to the text box ;s%udk ,laIK fjkia 
lsÍug 

5 Position Change the text box position ,shk ,o fldgila we;s 
ia:dkh fjkia lsÍug 

6 Arrange text Change the text Arrangement ,shk ,o fldgil 
ms<sj,g ilia lsÍug 

7 Size Change the text size  ,shk ,o fldgil m%udKh 
fjkia lsÍug 

 
Table 1: Word Art formatting tool commands 

 

 
1.7.3 Image tlla we;=,;a lsÍu 

Tnf.a f,aLkhg image tlla we;=,;a lsÍu ioyd my; mshjr wkq.ukh lrkak   
 

 m<uqj Tng Image tl we;=,;a l, hq;= ia:dkfhA Cursor tl rojkak 

  Insert tab tflys Picture Icon tl Click lrkak ^,efnk insert picture Window tflys 
iqÿiq image tlla f;dard .kak& 

 Insert Click lrkak 

 

±ka image tl  Select lr.kak' túg main menu tflys Picture tool bar tl o¾Ykh fõ' th 
Ndú;fhka Tng picture tl wjYH mßÈ ilia lr .; yelsh'    

Picture  Format tool bar tl iy tys we;s tools my; úia;r lr we; 
 

 

 

 

 

 
 

Figure 18: Picture formatting tool commands 
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No Name Description 

1 Change Brightness rEmfhys j¾Kj;a nj fjkia lsÍug 

2 Change Picture rEmh fjkia lsÍug 

3 Picture Style rEmfhys iajrEmh fjkia lsÍug 

4 Picture effect rEmfhys fkdfhla fkdfhla effect (w,xldrh 
msKsi fhdok Wml%u) fjkia lsÍug 

5 Picture Shape rEmfhys yevh wjYH mßÈ fjkia lsÍug 

6 Position rEmh we;s ia:dkh fjkia lsÍug 

7 Size rEmfha m%udKh fjkia lsÍug 
 

Figure 19: Picture formatting tool commands 

    

1.4 List of figure iy List of tables ,nd .ekSu 

mß.Klh ;=, o;a; we;=,;a lsÍfï pictures iy Tables jeä m%udKhla olakg ,eîu idudkH 

fohls' tjeks fndfyda wjia:dj, tu picture j, List tlla ,nd .ekSug wjYH fõ' fuh 
laIKslj ,nd .; fkdyel ta ioyd Tnf.a f,aLkfha we;s ish¨ rEm iy j.= ksis wdldrfhka 
kï lsÍu l, hql=h' m<uq fldgu wm ksis wdldrfhka rEmhla kï lrk wdkldrh yodruq' 

    

1.7.4 Picture tlla ksis wdldrfhka kï lsÍu 
Tnf.a f,alkhg we;=,;a lrk ,o rEmhla ksis wdldrfhka kï lsÍu ioyd my; mshjr 
wkq.ukh lrkak 

 f,aLkh kï l, hq;= ia:dkfhys Cursor tl rojkak 

 Refernces tab tflys Insert Caption Icon tl Click lrkak ^Caption Window tl 
o¾Ykh fõ 2-12 rEmh& 

 tys Label tl Figure f,i f;dard Caption tl ioyd rEmh ioyd ,nd Èh hq;= ku ,nd 
fokak  

 ±ka OK Click lrkak 
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Figure 2-20: Insert Caption Window 

fujeks wdldrhg rEm iy j.= kï lsÍfï§ ;j;a úfYaI lreKla ms<snoj ie,ls,ala ±la úh 

hq;=h tkï by; Caption f,i ioyka we;s Text tflys Figure 1 f,i we;s wxlh bfí fjkia 
jk w;r Tn kdu lrKfha§ tu wxlh bj;a fkdlsÍug j. n,d .kak' 

  

1.7.5 Table tlla kshu wdldrfhka kï lsÍu 
Tnf.a f,aLkhg we;=,;a lrk ,o j.=jla ksis wdldrfhka kï lsÍu ioyd my; mshjr 
wkq.ukh lrkak 

 f,aLkh ;=< j.=j wi, j.=j kï l, hq;= ia:dkfhys Cursor tl rojkak 

 Refernces tab tflys Insert Caption Icon tl Click lrkak ^túg Caption Window tl 
o¾Ykh fõ 2-12 rEmh& 

 tys Label tl Table  f,i f;dard Camption tl ioyd wjYH ku ,nd fokak  
 OK Click lrkak 

 

Figure 2-21: Insert Caption Window 
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1.7.6 List of Figures/ Tables ,nd .ekSu 

Tnf.a f,aLkfha we;s kï lrk ,o rEmj, fyda j.=j, List tlla ^,ehsia;=jla& ,nd .ekSu 
ioyd my; mshjr wkq.ukh lrkak 

 List tl Insert l, hq;= ia:dkfhys Cursor tl rojkak 

 References tab tflys Caption group tflys Insert Table of figures Icon tl Click 

lrkak ^Caption Window tl o¾Ykh fõ 2-21 rEmh& 
 

 

Figure 2-22: Table of Figure Window 

 fuu Window tl Ndjs;fhka  Table of figures wjYH mrsos ilia lr .kak  
 OK Click lrkak 

 

Tng List of Tables fyda List of Equation ,nd .ekSug wjYH kï ta ioyd wu;rj isÿ l< 

hq;af;a  Caption Lable tl wjYH;djh wkj fjkia lsÍu muKs (Figure, Table or Equations) 

 

1.5 Table of Contents ( mgqk ) iEoSu 

mgqk iajxlS%hj b;d myiqfjka iEoSfï yelshdj fndfyda Word processing uDÿldx. j, ,nd 
fok b;d m%fhdackj;a fukau w;HjYH myiqluls' úYd, msgq ixLHdjla iys; f,aLk iu.ska 
lghq;= lsÍfï§ fuu myiqlu b;d m%fhdackj;a fõ fkdtfia kï wmg  f,aLkfh msgqjla mdid 
f.dia b;d úYd, ld,hla jeh lrñka mgqk ieliSug isÿfõ' we;eï úg fuh meh lsysmhla 
jqjo .; úh yelsh' tfy;a fuu l%ugh mgqk ieliSfï§ ta ioyd jeh jkafka ;;Émr lsysmhla 
muKs' ±ka wm Tn ilia lr .kakd ,o f,aLkhla ioyd myiqfjka mgqkla ilia lrkafka 
flfia±hs fidhd n,uq'  
  
mgqk we;=,;a lr .ekSu ioyd my; mshjr wkq.ukh lrkak 
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 m<uqj mgqk we;=,;a lr .ekSu ioyd Tnf.a f,aLkfha m<uq msgqjg f.dia w¨;a msgqjla 
,nd .kak th Insert tab tflys Pages group tflys ys blank page click lrkak 

 oeka tu w,q;a page tflys uq,g cursor tl f.k tkak 
 oeka Refernce tab tlg f.dia tys Table of contains group tflys Table of Contents 

Click lrkak ^túg Table of contents Window tl o¾Ykh fõ & 
 

           
 

Figure 23: Table of content window 

 

 Table of contents Window tflys Option button tl click lrkak ^ Table of contents 

Option Window tl o¾Ykh fõ  & 

 

Figure 24: Table of contents Option Window 
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 ±ka mgqk ioyd Ndú;d l, hq;= Style we;=,;a l, hq;=h' fuys§ isÿ jkafka Tn we;=,;a 
lr Style we;s msgq mgqk f,i ±laùuhs' fï ksid Tn l, hq;af;a mgqfka tla tla ud;Dld 
ioyd we;=,;a úh hq;= Style ,nd §uhs' WodyrKhla f,i Tnf.a ,smsfha m<uq fm, 
ud;Dld ilid we;af;a IT_LE1 kï Style tllska kï Tn by; Option Window tflys  
TOC Level ioyd tu Style tl we;s ;ek 1 f,i ,súh hql=h' fuf,i wjYH levels 

ioyd mgqk ilikak' idudkHfhka wm mgqkla ilikafka level 2 fyda ;=kla ioyd 
muKs 

 ±ka OK Click lrkak 
 

 

1.7.7 Table of Contents ( mgqk ) Update lsÍu 
mgqk iajxlS%hj iE¥ miq Tn f,aLkfha hï fjki;la isÿl, fyd;a wksjd¾hHfhkau mgqk 
kej; hdj;a ld,Sk l, hq;=h' fï ioyd my; mshjr wkq.ukh lrkak 
 

 fï i|yd m<uqj mgqk fj; f.ia th Select lrkak 
 ±ka Mouse tflys Right Click lr Update Fields fj; hkak ^túg Update Table of 

Contents Window tl ,efí  & 
 tys wjYH foa  Select lr OK click lrkak 

 

 
Figure 2-25: Update Table of Contents Window 

' 
1.6 Mail Merge lsrSu 

Mail Merge hkq tla template tlla i|yd oS we;s o;a; ixLHdjla ioyd tljr f,aLk úYd, 

ixLHdjla ieliSuhs' fuh we;af;kau uDÿldx. Ndú;fhka ,nd fok myiqluls' Mail Merge 

hkq l=ulaoehs meyeos,sj f;areï .ekSu ioyd my; WodyrKh i<lkak' WodyrKhla f,i Tn 
hï wdh;khl mrs.Kl ls%hdlrjkafkla jYfhka fiajh lrkjd hehs is;kak' fuu 
wdh;kfha meje;s /lshd mqrmamdvqj;a ioyd mqoa.,hka 100 fofkl= muK b,a,qï lr we;ehs 
is;kak' Tng blaukska fuu 100 fokdgu ioyka lrk ,o oskl iïuql mrSlaIK meje;afjk 
nj okajd ms<s;=re ,sms heùug wjYh hehs is;kak' oeka Tn lrkafka l=ulao@ tlsflg fjkai 
,sms 100 fjk fjku ,shkjdo@ 

WodyrKhla f,i my; wdldrfha ,smshla heùuh wjYH jQ jd hehs is;kak' 

S. R. Electronics 

No, 45, Colombo 03. 
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Mr A. S. Kumar 

No 34, Panadura 

Dear applicant  

Interview will be held on 23. May 2012 

Good luck 

 

………………………… 

Secretary 

oeka fuu ,smsfha ;o wl=rska uqøKh ù we;s jpk i,lkak tajd mqoa.,hdf.ka mqoa.,hdg fjkia 
jk kï fõ' 

 Mail Merge u.ska isÿ lrk lghq;a; ir,j my; f,ig úia;r l< yelsh fï i|yd 
f,aLkhla iy o;a; iuQyh fjk fjku wjYH fõ fuysoS lrkqfha oS we;s o;a; ioyd fjk 
fjku wjYH mrsos f,aLk ieliSuhs' fï wkqj o;a; iuQyfha 100 fofkl=f.a o;a; ;snqKs kï 

Tng laIKslj 100 fofkl= ioyd ieliQ f,aLk 100 la ,efí' oeka wms m%dfhda.slj Mail Merge 

isÿlrk wdldrh fidhd n,uq' ta i|yd m<uqj Mailings tab tflys Start mail merge group 

hgf;a we;s  Start mail merge fj; hkak' ,efnk menu tflys hgskau we;s Step by Step mail 

merge wizard Click lrkak 

 

Figure 2-26: Start Mail merge menu 

tys wÈhr 6 lska hq;a wizard tlla iïmQ¾K lsÍug isÿfõ' ta ms<Snoj wm ±ka úia;r jYfhka i<ld 
,nuq' 

 m<uq mshjr f,ig Tn l, hq;af;a Mail merge lrk f,aLk j¾.h l=ula±hs f;aßh 

hq;=h' fua idoyd jra. 5 la oekafjha tajd kï 

o Letters 

o E-mail –meeages 
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o Envelopes 

o Lables 

o Dictionary  

 

 oeka f,aLk j¾.h letter f,i f;dard .kak wk;=rej Next Starting document click 

lrkak 

 ±ka fï ioyd Ndú; lrk f,aLkh l=ula ±hs wihs ta ioyd “Use the current”  f,i 

Select lrkak' B<. mshjrg hdu ioyd “Select Recipiance” click lrkak 

 ±ka Mail merge lsÍu ioyd wjYH o;a; f.dkqj ^data list& iemhsh hq;=h' fï i|yd 

“Select recipient list” ioyd “Type a new” Select lrkak' oeka thg háka we;s Type a 

new list ys Create Click lrkak 

 

 ±ka Tng New Address List tl o¾Ykh fõ ^2-26 rEmh& tu tl u.ska Tng wjYH mßÈ 

myiqfjka Address List tl ilia lr .; yelsh fï ioyd m<uqj my; mshjr 

wkq.ukh lrkak' m<uqj New Address List Window tflys Customized coloums Click 

lrkak' túg Customized Address List Window tl o¾Ykh fõ' tys Add, Delete yd 

Rename Ndú;fhka Address List tl wjYh mßÈ ilia lrkak'  
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Figure 27: New Address List Window 

 

 oeka tu List tflys OK Click lrkak 

 oeka ,efnk Mail Merge Recipients List tflys wjYH mrsos o;a; we;=,;a lrkak 
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 o;a; wjYH mrsos we;=,;a lr wjika jQ jsg uQ,sl Window tflys we;s Write your Letter 

Click lrkak 

 oeka ,efnk Window tflys “More Items” Click lrkak ,efnk tflys we;s Filds 

wjYH mrsos Tnf.a ,smshg insert lrkak 

 

 

 oeka Preview letter Click lr f,aLkj, ksjeros ;djh mrSlaId lrkak  

 f,aLkh ksjeros kï Complete Mail mege Click lr wjYH f,aLk ,nd .kak 

 

Mail merge lsrSu ioyd by;ska wm i,ld ne¨fha w¨;skau ilia lrk ,o f,aLkhla 
Ndú;fhka th isÿ lrk wdldrhhs' fuhg wu;rj Tnf.a fjk;a fndfyda wdldr j,g ilid 

we;s f,alk fï ioyd list tlla f,i Ndú; l, yelsh ^Excel Document, Access Database 

Email group etc& tajd ilik wdldrh fjk;a mdvï j,§ wOHhkh lrkq ,eí' 

 

1.7 Cover Page (uq,a msgqj& ieliSu 
Tng úYd, msgq ixLHdjla iys; f,aLkhla ^jd¾:djla & ieliQ miq tu jd¾:dj ioyd uq,a msgqjla 
ilia lr .ekSu wjYH fõ' fï ioyd fkdfhla wjYH;d imqrk f,ig ilia lr § we;s uq,a 
msgq lsysmhla uDÿldx.h ;=<u wka;¾.;j we; tajd wmg wmf.a uq,a msgj ieliSug myiqfjka 
,nd .; yelsh' uq,a msgqj ilia lr .ekSu ioyd my; mshjr wkq.ukh lrkak' 
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 m<uqj Ribbon tflys  Insert j, Pages group fj;g hkak 

 tys Cover Page Click lrkak ^±ka built-in cover page lsysmhla o¾Ykh fõ& 

 Tn leu;s Cover Page tl f;dard th u; Click lrkak ^2-28 rEmh n,kak& 

 

Figure 2-28: Cover Page Selction Menu 

 ±ka uq,a msgqfjys Tn f;drd.kakd ,o Covcer Page tl o;akg ,efí' th wjYH mßÈ 
fjkia lrkak' 

 

1.8 Print lsÍu 

mß.Klh ;=, o;a; ilia lsÍfï§ tys we;sf;a uDÿ msgm;ls (Soft copy) Tng wjYH f,alkh 

iïmQ¾Kfhkau ilid wjika jQ úg tu f,aLkfhka oDv msgm;la (Hard Copy) ,nd .ekSug 

wjYH fõ' fuh Printer tlla wdOdrfhka ,nd .; hq;= w;r ta ioyd isÿ lrk ls%hd oduh Print 

lsÍu jYfhka yÿkajkq ,efí' Tn oDv msgm;la ,nd .ekSug m%:u my; lreKq .ek 
ie,ls,a,la oelaúh hq;=h' 

Printer: Tn oDv msgm; ,nd .ekSug n,dfmdfrd;a;=jk Printer tl l=ulao hkak f;dard .; 
hq;=h' tys§ th ls%hd;aulj mj;So oDv msgm;a ,nd .ekSu ioyd wjYH lvodis mj;So hkak 
ms<snoj ie,ls,su;a jkak 
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Page Range: Tn msgm; ,nd .kafka Tnf.a f,aLkfha l=uk msgq o hkak ms<Snoj ie,ls,su;a 
úh hq;=h' we;eï wjia:d j,§ iïmQ¾K f,aLkfhau msgm;a ,nd .kakd Tng we;eï úgl msgq 
lsysmhl muKla msgm;a .ekSug isÿ fõ' 

Number of Copies: Tn msgm;la ,nd .ekSfï§ tu f,aLkfhka msgm;a fldmuK ixLHdjla 
,nd .kakjdo hkak ms<snoj ie,ls,su;a úh hq;=h' 

Page Per sheet: fuhska woyia jkafka tla lvodis msgqjl f,aLkfha msgq flfmuK ixLHdjla 

uDøKh lrKjdo hkakhs' we;eï wjia:dj, f,aLkfha uqøK wl=re l=vd lr ^Zoom lr & msgq 
lsysmhla lvodis tla msgqjl uqøKh lsÍfï wjia:dj fuhska ,nd .; yelsh  

±ka ilia lr wjika ,smshl oDv msgm;la ,nd .ekSu ioyd my; mshjr wkq.ukh lrkak 

 m<uqj Office Button tl Click lrkak tys  
 tys Print fj; hkak ^Print Window tl o¾Ykh fõ &  
 tys m<uqj Printer tl f;dard .kak 
 wk;=rej wjYH mßÈ Page Range iy Number of Copies f;darkak 
 Print lsÍug OK  Click lrkak 

 

 

Figure 2-29: Print Window 

fuhg wu;rj MS Word uDoqldx.fhys Print hgf;a ;j;a úfYaI Option folla mj;S tajd kï 

Qucik Print iy Print preview jYfhks'  

Qucik Print u.ska Tng Print Window tl o¾Ykh ùulska f;drj fl,skau wjYH foa Print lr 

.ekSug myiqlï i,his' fuh laIKslj Print tlla ,nd .ekSug wjYH wjia:dj,§ Ndú; lrhs' 

 Print preview u.ska Tng Tnf.a f,aLkh we;agu Print jk wdldrh o¾Ykh lr .; yelsh'     
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1.8 idrdxYh 

fuu mdvu u.ska Tng MS Word uDoqldx.h Ndú;fhka myqiqfjka f,aLkhla ilia lr .kakd 
wdldrh fmkajd fok ,oS' tys§ ieleiaula Ndú;fhka b;d ir,j wjYH ,smshla ilid .kakd 
wjia:dfõ isg msgq úYd, .Kkla we;s úYd, f,aLkhla ieliSug wjYH lreKq jk mgqk iE§u 
wjYH ,ehsia;= iE§ wd§ foa isÿ lrk wdldrh meyeÈ,s lrk ,§' 

 

1.9 wNHhdih 
 

1 Word processing lsrSu ioyd Ndú; l< yel fjkla uDÿldx. folla kï lrkak 

2 Tnf.a f,aLkh Font tl iys;j Save lr .; hq;af;a l=uk wjia:dj,§±hs myokak  

3 f,aLkhla Password Ndú;fhka Save lsÍfï we;s jdis iy wjdis fudkjdo@ 

4 idudkH Word Document f,aLkhl iy Rich Text f,aLkhl we;s fjkia lï 

fudkjdo@ 

5 Style Ndú;fha we;s jeo.;a lu fudkjd±hs myokak 

 


