6850 300 £§D888) glnesn eidems

@05 edE (30@1m5) 08 e¢dm uiseens (R180) - 2023

2025 e ®@ak
@83 Benr B

DaBio 4B emIdpd; MIEBeRs (0 Stedac)
CBIT 28223-Ms Office Application for Workplace

ez 080 03

Day 02 - Session 01(2025 -09-24)
B0o® ydm DED BExno wswsiy

2 e9pes 02

Bew o

3T =5 A1 o OO TP PP TP RPTPTORETURNt
22533
DAL v i e e e b aar Rt e bE e e et E e e g e s e bea At e ek nbeeas sareensraears saen
MARKS
(QUESTION)
1ST EXAMINER 2ND EXAMINER
Q1-(Excel)

Q2-(PowerPoint)

Q3-(Access)

Assignments

(TOTAL)

office use only

Signature

Hall Name

Computer Number




60

: WERPOQINT
Create presentation Slides using MS PowerPoint according to the instructions below.

oo wews coecd ¢md, &2 MS PowerPoint enBmewz? presentation slides
SHB@reacs wE Gro.

(1) Create a presentation with two slides. Add appropriate layouts to each slide.
Slide e¢oBx] g Presentation s BU@resc w0zlm. O Oz Slide escwo £3683 E8eieu®
(Layouts) &z mdzsie.

[01 Marks]
(2) Save the file as P<Your Student Number> in your folder.
P<Your Student Number> gomded emizm® Folder 8 Save mozde.
(e.g.: PKA-2022-XXXX)
[01 Marks]

(3) Use the "Wisp" theme for the first slide and choose the “Gallery” theme for 214 slide.
g Slide &2 exgum “Wisp” e23@:05f ecdm Slide oo ey "Gallery” es@dsl swgsiz.

[04 Marks]
(4) Apply slide Transitions for all the slides as given below.
estom B8 Eaad@ Slide eseza Slide Transitions @ce iz,
a) Transition - Clock
b} Duration - 01.50 seconds
c) Effect Options - Wedge
[04 Marks]

(5) Insert slide numbers, Date (Date must be fixed) and footer as “Book Fair 2025” to the
second slide, except the first slide.
oed Slide €29 010 ecx Slide o esceoo Slide Numbers, Date (B ei0weGwd wdodmB=
@B ) e “Boek Fair 2025" ©82 Footer gupes mdsim.
[03 Marks]

(6) Design all slides as shown below.
oum (Eeds o8 Boe® Slide eicn® mosim.

Slide 1

Colombo Book
2025

R g
) i
> £
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b)

c)

Set "Background.jpg" as the background image for the first slide, and its transparency
should be 35%.

veg Slide 8 ©pd® dwo egme "Backgroundjpg” Bxinde ecig o8 888¢wido 35%

@EE eazDesnts.
[02 Marks]

** You can find the necessary pictures inside the “Resources Folder”

220 gdas Brind ewmicoB®R0 “Resources Folder” moBn g o8,

Insert the "Education_books.jpg” image on the First slide as shown. Apply "Rounded
Diagonal Corner, White" picture Style, and add “Perspective: Upper left” shadow.
oeg slide 8 o8 =88 "Education_books.jpg” Bzince aimpes mdzim. "Rounded

Diagonal Corner, White" d goboo s “Perspective: Upper left” Shadow & &wd

@wIgsim.
[03 Marks]

Insert the given Text box and add a hyperlink “https: //www.cibf/auth/login” to the text line.

€ @B Text box o» ewmesd =5, €8 owon medDoe ©ewn 00 e

“https:/ /www.cibf/auth/login” &3 =dzis,

[03 Marks]
d) The Font and Animation on the first slide need to be adjusted as follows.
veg Slide 8 anc e» ©&8nde: vum 82 wmesis.
[15 Marks]
: Animation Details Text Effect Details
Element Font Type Name Start Word Art
Times New | Emphasis | Color After Fill: Brown, Accent color 3; sharp Bevel
Title Roman (Bold) Pulse previous Glow: B points; orange, Accent color 2
Exit Fly out |With previous Transform: Chevron: Down
Image - Entrance | Zoom After -
previous
Link Century - - - Fill color- Dark Red, Accent 1,Lighter
Gothic (Body) 80%
lide 2

';“’é”ypé: of Books & Market Sell

Page 3 of 9

Selis 160%

e Noww Fipter
LT
& Wiestrrn i

W Fition




e} Insertthe Picture SmartArt,

Picture SmartArt ewagsis.

f) Insert the title using a Text box.
‘Textbox’ @28 0085 ¢ Sumaznd cozmmeaniz,

a) Colors: Gradient Loop: Accent 1
b) Style: 3-D, Cartoon

g) Create the chart using the following data.

wom oo ©dn ®o8s! yeEdidn BY@resn wIzim.

Book Type | Sells 100%
None-Fiction 10%
Novel 5%
Western 8%
Fiction 20%
History 12%

a) Chart: 3-D Pie

b) Style: Style 3

[06 Marks]

[02 Marks]

[06 Marks]

h) The Font and Animation on the second slide need to be adjusted as foHows.
e¢dm slide 8 ampd vy «w8Smden:onm =02 aoesimn.

[08 Marks]
Font Details Animation Details
Element Font Effect
Font _ Size Type Name Start Option
. Comic Sans Motion .
Title MS 44 Path Teardrop | After previous -
Smart Agency
Art FB 18 | Entrance Swivel With previous Ogi:y
Chart Arial 22 - . N
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-01: MS EXCEL 60

Create a spreadsheet using MS Excel by following the instructions given below.
com ¢St g8 cue¢s gRedma od MS Excel 008m mc@s3 sndi®ones Ab@eme =oxtm

01) Save the Spreadsheet as E<Your Student Number> in your Folder.
oc®@us @e® Folder 8 E<Your Student Numbers> eces 3083,
e.g: (EKA-2022-XXXX)

[01 Marks]
02) Rename the first worksheet as “Books” and give the tab color as blue.
B8 0 o508 "Books” ects mdn 28 »0 08 dbec BE ocn cdlm.
[02 Marks]
03) Using the Instructions given below, insert the following data and format them as shown in the
figure.
s et g8 coecs wdn 085, cum ol emmesl 29 Sied cutetm o8 Format’

Sim.

The Reading Corner Shop LTD

T e v | terries oo of o
2025-09-12| 2100 2t
22 Sunil " 2025-11-20] 650 16
6 | Priye 2025-01-01] 700 20
25 “Malini 2025-03-03| 1100 10

Book Price >=1500 10% sy 1 Answcr

Book Price »=1000 6% Q5)IT. Answer.
Book Price <1000 2%

a) Necessary cells should be merged.
a8os ‘Cells’ Sadd (merge) me guo.

b) Font Type for all text should be “Comic Sans MS”.
8ue® andic, dboe (Font) " Comic Sans MS" 8o goea.

c} Inserta suitable WordArt for Title.
®omazo® (Title) esewon esgey WordArt el gracs’ wdxsis.

d) FontSize for all the text should be “15".
8uE® apdi©c oo (Font Size) "15" B g,

e) Appropriate fields should be bold.
acog sSedn, ‘bold Se gme.

f) Apply necessary Cell Alignments, Cell Colors and Cell borders as shown above,

oum eozid g8 «88 adoxs Cell Alignments, Cell Colors &% Cell borders ewiczis.
[10 Marks]
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g) Asshown below, formatthe “Purchase ID",” Purchased Date” and “Book Price” column

data.
s Oped cdeds w8 "Purchase ID”,” Purchased Date” @0 “Book Price” 8019¢

esimest 8 anmt omesim.
[9 Marks]

Sep-202

Purchase

“BK- 2025 -38

BK- 2025 -42 Nov-2025
BK- 2025 -06 Jan-2025
BK- 2025 -25 Mar-2025

04) Suppose the “Book Price criteria” and the related “Discount Rates” are given below.
“Book Price criteria” ®m8 g¢og “Discount Rates” com 90 8851 ¢y go.

Book Price »=1500
Book Price »=1000 6%
Book Price <1000 2%

Fill the “Discount”, “Net Price”, and “Total Price” fields using the following formulas.
s gy ewc R8s “Discount”, “Net Price” e “Total price” rSedy e®glie wdsim.,

a. Discount= BookPrice * Discount Rate

(Hint: use the "IF” function and Ahselute Cell References)

[08 Marks]
b. NetPrice = Book Price - Discount

[02 Marks]
¢. Total Price = New Price * No. of Books

[02 Marks]

05)  Apply suitable Excel Functions to fill the following cells.
som ecns’ ¢; BOBRO gy ‘Excel Functions’ ewogzsio.
. Find the average Book Price.
oo Bech ewnsim.

I1.  Calculate the sum of the Total Price where the number of books is equal to 10

or greater than 10.
@o 5@remn 10 = end JO 00 &8 Om, e B §2 B¢ owmuide (Total

Price) ©=nd oemme mOum.
[7 Marks)]
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06) Apply Conditional Formatting to “No. of Books" Field as follows.

07)

08)

owm @88 “No. of Books” Sedme eewms ‘Conditional Formatting’ ewscsimn.

Icon Set No. of Books
[~ >=20
® >=15
e <15

[03 Marks]

Using Advanced filter, filter the records into a separate table for “The Reading Corner Shop LTD”
where the Book Price is more than 2000 rupees, or the Number of Books is equal to 10.
‘Advanced Filter’ ©08mewss, “The Reading Corner Shop LTD” 8 swis g@eso 10 =5 O

ew] O esims e Om @ dr. 2000 © B O ebemid TFilter’ m¢ cdmsl DedmO
EA ouinm.

[08 Marks]
Draw the chart as follows.

wom oft geldidas e8xim,
[08 Marks]

Book Purchased

250/=
200/=

150/=

Discount

100/~

50/=

BK- 2025 -38 BK-2025-42 BK-2025-06 B¥-2025-25
Purchase 1D
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Q-03: MS ACCESS
You should create a Database using MS Access according to the instructions below.
owm wews’ coeed gnd, R MS Access wi8mewnzsl Database wed SU@oencs
BE gRe.

(1) Save the database file as A<Your Student Number:> in your Folder.
A<Your Student Number> gomodesd Database ecozn®d Folder 8 Save mdxsien.
(e.g.: AKA-2022-XXXX)

[01 Marks]
{2} Create the Following tables according to the given instructions.
wom o coect amd aum Oy t0esIn.
[08 Marks]
Table 01: Product
~ Product ID -| Product_Name - Category ~~ °~  Price" ”
2025- W2 -020 Printer Electronics RS. 25,000 /=
2025 - A5-102 Office Chair Furniture RS. 12,000 /=
- :2025- DF-002 Notebook Pack  Stationery RS. 500 /=
2025 - WE -230 Laptop Electronics RS. 150,000 /=
Table 02: Order
- Order_ID - ProductID -~  -OrderDate- - = -
.0D-101 2025- DF-002 2025 - 07 -08 ,Tuesday
~ 0D-9 2025- DF-002 2025 - 09 -22 Monday
10D-23 2025 - W2-020 2025-09 -10 Wednesday
(i) Use a suitable Data type and Field size for the fields.
Bedy o e ofm ydicm:s ww Hedy yEreas ©Ils 2dsis.
[02 Marks]

(ii) Format Price and OrderDate Fields as shown in the above tables.
gum D9 O cudedm =B ‘Price’ w» ‘OrderDate’ Sedy aimefmdeic mosim.

104 Marks]
(iii) Set the Input Mask Property to the Product_ID and Order_ID.
Product_ID e Order_ID Sedys escwoo gages Input Mask’ c2o eesis,
[05 Marks]
(iv) Use the lookup wizard for the Category field.
‘Category’ =Sedps ooy ‘Lookup Wizard' 08> md=is.
[02 Marks]
(v) Select a suitable field as the Primary Key.
208m ond eEs Koy Sedpos enicsim,
[02 Marks]

(vi) Validate the Price field to enter values only greater than four hundred(400).
Validation message should be “Enter Price greater than four hundred”.
@008 (400) D81 &8 cows’ vded aues B8D wBdx eces Price’ Pedmae
Do (Validate) wmdxdm. ‘Validation' e&g&a “Enter Price greater than four
hundred” ece 8o gno.
[03 Marks]
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(3) Build arelationship between two tables.
By eemm gl oBATVNE enlmosim.

[03 Marks]
(4) Create the following Product Details Report including the Category, Product Name and
Price fields.
‘Category’, ‘Product Name’, ==» ‘Price’ SSedn gamed »08:3 sws ¢dedz ‘Product Details
Report’ £:853:9 emdd mssim.

a) Report should be grouped according to the ‘Category’ and sorted by Price in
descending order.
B8 DD ezt OiSoe ‘Category’ gxp mneRom ‘Group’ =e gn omd ‘Price’ qxnd
qbedine ¢nBEeded and me Gmo.

b) Layoutshould be ‘Outline’ and orientation should be Portrait.
‘Layout’ & ‘Outline ’ 8c g ¢o¢ ‘Orientation’ sz ' Portrait’ eces wmesim.

[10 Marks]
PRODUCTS DETAILS REPORT -
Calegory Hlecironics
Procisct Nams Frice
tuptop RS. 150,000 /=
Frinter RS. 23000 /=
Category Furniture
Froduci Name Price
Office Choir RS, 12000 /=
Cttegony Stationery
Prociunt Noame Price
Notebook Pack . RS S00 /=
Tuasciory, Samtaminer 20 #0000 iyt
******************END******* L2
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