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Electronic Writing and Shorthand (English) I

Instructions :
% Answer all questions.

x In each of the quesnons from1to 40, pick one of the alternatives (1), (2), (3),(4) which is correct or |
most appropriate. .- o

« Mark a cross (X) on the number corresponding to your choice in the answer sheet provided.

s« Further instructions are given on the back of the answer sheet. Follow them carefully.

1. A written communication method that is used only for internal communication from the top|.
management to lower management of an organization is

(1) circulars. (2) memoranda.
(3) short messages. (4) calling letters.
2. The material which is not used when preparing documents using the typewriter is
(1) typing papers. (2) ronio stencils.
(3) typing ribbons. (4) printing ink.

3. When purchasing goods, what is the business letter that is produced to a supplier, after conﬁrmmg
the supplier? _
(1) The letter of offering (2) The letter of ordering goods
(3) The letter of calling tenders (4) The letter of informing prices -

4. The peity cash imprest.approved for the petty cash expenses of an office is Rs. 5 000. The
petty cashier received this amount on the 1* January 2024 and at the end of the month, the" total
expenses was Rs. 3 800. What is the amount that needs to be reimbursed on the 01% February
20247

(1) Rs. 1200 (2) Rs. 3800 k' (3) Rs. 5000 (4) Rs. 6200

|5. What is the procedure that should be followed when receiving an official telephone call?
(1) answering the call introducing the name of the organization

(2) writing down the important notes after the conversation

(3) answering the call as soon as the telephone is ringing

(4) answering the call using the word ‘Hello’

6. Thushari moves her fingers on the upper keys of the keyboard as follows.

‘Index finger of the right hand, ring finger of the right hand; index fmger of the ﬁght hand, 1ndex
finger of the left hand.’

What is the word that typeset? , . R
(1) your (2) tyre (3) tore "~ - .- (4 pour

_/

[see page two
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7. What are the fingers that should be moved on the upper keys of the keyboard to typeset the word

‘write’? \ v

(1) Small ﬁnger of the left hand, index finger of the left hand, nng finger of the right hand, 1ndex finger
of the left hand, ring ﬁnger of the left hand

(2) Ring finger of the left hand, index finger of the left hand, nng finger of the r1ght hand, index finger of
left hand, rnrddle finger of the left hand

(3) Ring finger of the left hand, index finger of the left hand, mlddle ﬁnger of the right hand, index ﬁnger
of left hand, middle finger of the left hand

(4) Small finger of the left hand, index finger of the left hand, middle finger of the right hand, 1ndex finger|
of the left hand, middle finger of the left hand -

8. Select the sentence that typeset using only the home keys of the key board.

(1) Icatch a fish. , (2) Thelad has a duck. . U
(3) Dad had a flag. ‘ (4) He locked the door.

9. Select the sentence that typeset using only the home keys and upper keys of the keyboard.
(1) These books are for the library. (2) My mother went to the market.
(3) The birds of feathers flock together. . (4) The people should take healthy diet.

10. A document: prepared in the computer was opened. Then few editings’ were done on 1t and the
ctri+S key comblnatlon was pressed at once. T e e
From this, SR : : S
(1) the docurnent is saved in the same place ‘by erasing all editings.
(2) the document is saved in the same place with all editings.
(3) the document is saved as a new file with a copy of all editings.
(4) the whole document is selected with all editings. .
11. What is the key combination that should be used to remove a letter or a picture as soon as it is
inserted to an opened document in the computer?
(1) ctrl+A 2) ctrl+V (3) ctrl+Z @ ctr+C

12. Select the correct statement regarding the special keys of the key board.
(1) By pressing the Delete key, the letters of a text in the left hand side of the cursor can be
deleted ,
(2) By pressing the ‘Backspace key, the letters of a text in the right hand side of the cursor can
be deleted '
(3) By pressing any key of the keyboard, a selected text can be deleted
(4) By using arrow keys, cursor can be moved to up, down, left and right in a text

13. Following A and B are two computer devices.

A - - B

Select the correct statement regarding the devices A and B.
(1) Both A and B are output devices . ’
(2) Both ‘A and B are input devices

(3) A is an input device and B is an output device

(4) A,is an output device and B is an input device

(. J
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e Following is a table that prepared in a word processing software 1nclud1ng 1nformat10n of two
mixed schools. Using it answer the questions No. 14 and 15. '

14.

15.

16.

17.

18.

19.

-

. . Number of students
School | Medium Total
Girls Boys
T Sinhala
A :
Tamil _ N
Sinhala
B
Tamil 3
Total

Select the answer that shows the number of rows and number of columns used to prepare the|
above table respectively. : :
1) 4,5 ~ @ 57
It is needed to include the number of students in another two mixed schools with ‘two mediums|’
to the above table. To include those information to the above table, X

(1) two new rows should be inserted. (2) two new columns should be 1nserted _
(3) four new rows should be inserted. (4) twonew rows and two columns should be inserted.

3) 7,4 (4) 7;,5: ‘

i

Following is a picture of a ruler bar with tabs

A B c |
What is the answer that shows the Center tab, Left tab, Right tab and Decimal tab|
respectively?
(1) A,B, Eand C

D E

2) AJE, B and C 3) C,B, E andD (4 D,E, BandC

Select the answer that is appropriate for the blanks in below @ and @ respectively.

of an institute is a secretary who is giving support to a Head and
is a secretary who is giving orders.

(1) Divisional Secretary, Company Secretary

(2) Private Secretary, Secretary of the School Development Board
(3) Computer Operator, Secretary to the Ministry

(4) Company Secretary Management Assistant

By right clicking the mouse on ‘the desktop and then chckmg on. New in the menu appears and .
by selecting Folder, - -

(1) a new file will be created on the desktop.

(2) a new folder will be created on the desktop.

(3) ‘a new folder will be created in a data storage device.
(4) an existing folder in the desktop will be deleted.

What should be the key combmatlon used to draw a line under a selected row of a document
prepared in a computer word processing software"
cirl+{abe]

(1) ctd+U (2) ctrl+Y - - (3) TAl+A 4.

/

[see page four
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20. Few icons in the ruler bar of the computer word processing software are glven in column X

21.

22.

23.

24,

25.

26.

and the functions of those icons are given in column Y.

X ' Y
L. A - All the rows of a paragraph can be left indented.
2. B - All the rotzvs*excegt first row of a paragraph can be left indented.
3. C - All the rows of a par;graph can be right indented. )
4. D - Only the first row of a paragraph can be left indented.

What is the answer that shows the icons in column X are matched with the functlons in column
Y in correct order? >

(1) A,D,B,C (2)BDCA . (3 ¢,D,B,A ;(4) D,B,C,A

Following are few icons in the word processmg software. Answer the questlons No 21 to 23
using them

A B C D E F

What are the icons that should be used to center and bold the topic of a document?
(1) BandE (2) CandB (3) CandE 4 CandF

What are the icons that should be used to justify a selected paragraph in a document and colour
the font in it?
(1) BandE (2) BandF (3) CandE 4 CandF

What are the icons that should be used to create the underlined part of the sentence below?

General Certificate of Education (Ordinary Level) examination is scheduled to be held in May 2024
by the Department of Examinations, Sri Lanka.

(1) BandA ) BandD (3) CandD (4) DandE

A row of a document, that prepared in a computer and forwarded for editing has been crossed by
a single line and the symbol of </ was inserted at the left 51de of the document
Wh1ch icon should be selected t6 edit it?

Ny @ | B

Select the answer that shows an example for a communication method that has been done by
using signs and symbols in an office. :

(1) sending fax messages 2) sendlnge -mails

(3) ringing the bell ’ ' 4) giving telephone calls

Select the answer that shows only the technical skills of the private secretary of the Head.
(1) computer literacy, shorthand skill and typesetting skill

(2) trustworthiness, healthiness and patience

(3) ability to use office equipment, typesetting skill and work on time

J

(4) computer literacy, ability to speak various languages and trustworthiness

[see page five
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27.

28.

29.

30.

31.

32.

33.

34.

35.

A modern method of filing files in an office is o
(1) Hat ﬁhng method. (2)- Box filing method. --
(3) Docket method. (4) Concertina filing method.

Select the files that should be classified according to the chronological classification.
(1) files of students admitted to a school

(2) files of an institute regarding the cash receipts

(3) files of admission of patients to a hospital

(4) personal files of employees in an office

Select the answer that shows examples for office equipment, furniture and stationery respectively.
(1) tables, A4 papers, pens and pencils

(2) photo copy machines, printing ink, tables and chairs

(3) fax machines, files, calculators , e

(4) computers, tables, writing papers o

Following are two statements regarding spreadsheets. ‘
A — Name a cell in a spreadsheet by indicating column name first and then row number
B — Using the function of A2*3 and Enter, the value in the cell A2  multiply by 3 can be obtamed
Select the correct statement regarding the above A and B.
(D Both A and B statements are true. (2) Both A and B statements are false.
(3) The statement A is true and B is false “"(4) The statement A" is false and B 1s true

Select the correct answer regarding the following statement. : : :
The function of =sum(A1:A5) was written in a cell of a spreadsheet and then the Enter key was |
pressed.

(1) The sum of the value in the cell A1 and the value in the cell A5 can be obtained.

(2) The total of the values in all the cells from A1 to A5 can be obtained.

(3) An opportunity can be obtained to enter the data to the cells A1 and A5.

(4) The same answer can be obtained by using the function of A1+A2+A3+A4+AS5 and press Enter key.

Following are few icons that can be seen in the word processing software and the spreadsheet"
software. Answer the questions No. 32 and 33 using them.

—
A B C D E
What is the icon that can be seen only in the spreadsheet?
1 A4 @ B 3 C 4 D

What is the icon that can be used to change the font colour of a text written in the spreadsheet ,
software or in the word processing software? ~

M 4 @ B 3) C W E

What is the column name that is in the right side of the column AZ of a spreadsheet?
(1) AA 2 zA - (3 BA 4 AZA

It should be needed to get the total value of the values in all the cells from E2 to E5 in af
spreadsheet to the cell E6. .

What is the function that the correct value is mot indicated to the cell E6?

(1) =E2+E3 + E4+ E5 —> Enter (2) =E2:E5—> Enter
(3) =sum(E2 : E5) —> Enter (4) =sum (E2 + E3 + E4 + E5) —> Enter

__J

[see page six



OL/2023(2024)/94-E-1, 11 -6-

® Following is an extracted part of a spreadsheet. Answer the questions No. 36 and’ 37 hsing it

36. There is a single line drawn above and a bolded line under the cell B6 that 1nd1cates the total
value of the above spreadsheet.

What is the icon that is used to prepare it?

(1) 3 @

37. It should be calculated the average Value of the value in the cell B6 and the answer should be
indicated in the cell C6. K : :

What is the function that should be written in the cell C6? . 7
(1) =B6/4 ) =B6/5 (3) =B2:B5/4 @) =(B2:B5)/4

38. A skill of a stenographer is
(1) writing correctly in the speed of speaking using a shorthand method.
(2) an ability to write all the sounds heard in shorthand.
(3) writing speeches using English longhand letters instead of using shorthand.
(4) learning only few basic lessons of the shorthand method and practicing it.

39. What is the side that the vowel symbol should be kept when a vowel comes before a stroke
written from left to right?
(1) left side of the stroke (2) right side of the stroke
(3) above the stroke (4) below the stroke

40. Two rules of writing in shorthand are as follows.
A — To write heavy strokes it should be written twice on it
B — Shorthand strokes of a word should be written without lifting the pencil
From the above statements _
(1) A is correct and B is incorrect. (2) A is incorrect and B is correct.-
(3) both A and B are correct. (4) ‘both A and B are incorrect.

- J
[see page seven
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Answer five questions altogether including the first. Select at least ome question —each from
part I II and III. .

Electronic Writing and Shorthand (English) II

1.

(®)
(ii)

(iii)

(iv)

)

(vi)

(vii)
(viii)

(ix)

(x)

@

@ \7/ o # (c)ﬁ @ L1

(a) Write two situations that have to be prepared documents with columns.
(b) Write two advantages of preparing documents with columns.
(a) Briefly explain the term ‘petty cash imprest’. '
(b) Write two petty cash expenses items of a private sector busmess orgamzatlon
(a)_ Write two items that are normally included in a report of a meeting.
(b) Write a compulsory activity that the private secretary of the Head of the institute has
to be done in the following occasions.
(1) before a meeting
(2) on the meeting day
Write four position names of peers of the private secretary of a Head.
When preparing a notice, it should be prepared to obtain the attention of the receivers on
the message.
Explain the meaning of the phrase ‘to obtain the attention’ mentioned here.
Explain the functions of the following keys of the computer keyboard.
(a) Caps Lock key
(b) Enter key
(a) Write any two other tools that can be used instead of the mouse.
(b) Write two English fonts that are used for preparing official documents.
When obtaining a printout of a document prepared in the computer, write four commands
that can be given in the print window.
The value in the cell B1 is 78 and the value in the cell C1 is 25 in a spreadsheet. The
total of 60% of the value in the cell B1 and 40% of the value in the cell C1 should be
included in the cell D1. If the values in the cells Bl and C1 are changed, the correct answer
should be indicated in the cell D1. Write the correct function that should be written in the
cell DI1.
Write a meaningful sentence, at least w1th four words using only the Home keys and the|

Upper keys of the computer ‘keyboard.
PP 4 P y (Total 02 x10 = 20 marks)

Part I - Secretarial Practice

Following are the editing marks that mcluded in a document presented for proof readlng
Explain the idea of each editing mark. -

(02 marks)

JE

[see page eight
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(@) Copy the following sentence as it is and edit it using the suitable editing marks.
Transportation charges are reduced according tothe decrease of fuel of price

(b) Re-write the correct sentence, after correcting the inserted editing marks in the places
of the above (ii) (a). o (03 marks)

(a) Write two examples for communication activities that have - been done in a business|

organization under the following communication medium.
(1) Oral medium
(2) Written medium
(b) Write an advantage and a dlsadvantage of communicafing usmg the written communication

medium. © (05 marks)|

(Total 10 marks)

e

Maintaining students’ document files and filing daily receiving letters to the chief executive
officer as one folder before forwarding them for necessary actions are done by the secretary
of the Chief Executive Officer of a private education institute.

(@) What is the most suitable filing method that can be used to maintain students document ,

files?
(b) What is the suitable filing method for collecting all the letters receiving -daily?
() Aj junior secretary has been training under the above mentioned secretary. At the beginning

of the training, the organization ‘structure of the institute had been introduced by the|.

secretary to the junior secretary. Write four information that can be known by the junior

secretary by studying this organization structure. ' (06 marks)|

Welcoming guests of the institute is one of the functions that belongs to the secretary and the
receptionist. Briefly explain how should secretary or receptionist act regarding the guests who

have come without an appointment. (04 marks) |

(Total 10 marks)

Part I1 - Electronic Documentation

4. Following is an invitation prepared by using a word processing software.

A
Siuhela Hindi New Sear Celebrations
Witk
Araetive performances of Blossaming Kidz
i B
on Sunday 28% Agpril 2024
at. Townhall Gronnds
Jam 5.00 am to 2.00 pm
lt’,}?m:yl}tmst‘.cmpeﬁﬁan P
* Haby Cycle Race - 5 —C-
« Musical Chair Competition™ | -
» Drmgging Rope J
ALY ARE INVITEP4«——— D
1aeomesna'enjay
E 7 4 o Ovganiving Commines
; T Pupwe Drenms | -

(i) Write two tools that are used to create the part A of the invitation as it is. = (01 mark)
(ii) Write two tools that are used to create the part B of the invitation as it is. = (01 mark)
(iii) Write two tools that are used to create the part C of the invitation as it is. (01 mark)
(iv) Explain how part D of the invitation is created as it is. (02 marks)

J

[see page nine
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(v) Explain how part E of the invitation is created as it is. (02 marks)
(vi) Explain how to change the boarder that is drawn around the invitation. (01 mark)

(vit) Assume that a suitable picture should be inseried to the invitation. Explain how to insert a
suitable picture to the invitation. 7 (02 marks)
(Total 10 marks)

5. Siri Parakum Primary School conducts classes from grade 1 to 5. Each grade has four parallel
classes. Following is an extracted pari from a spreadsheet that indicated the number of students
in those classes. Answer the questions below using the given spreadsheet.

A & € » , £ : F G

P ] : ;
i ] ! ; 3 b
2 Sir: Parslom Primary Sckosi - Galoys o
3 NomberofStadents =~ ¢+
Grade |Aralfiya]| Rese [Saman; Mauel [Total | Average
2
5 Grade ¥ 32 33 35 34
{rrade 2 34 37 36 35
Grade 3 36 33 35 5
Grade 4 28 34 38 3t -
Grade 5 28 ® 35 37
Total Number of Students

(i) Write two formulae that can be written in the cell G5 to obtain the total number of students
in Grade 1 to the cell G5. (02 marks)

(it) Write two ways that can be used to obtain the total number of students in each grade;
Grade 2, Grade 3, Grade 4 and Grade 5 to the cells G6, G7, G8 and G9 respectively.
(02 marks)

(iii))y Write two formulae that can be written in the cell G10 to obtain the total number of students
learning in all grades of Siri Parakum Primary School to the cell G10. (02 marks)

(iv) Write a formula that can be used to calculate the difference between total number of students
in Grade 5 and Grade 1. (01 mark)

(v) Borders are drawn around all cells in the part extracted from the spreadsheet. Explain how
had it been done. - (01 mark)

(vi) Briefly explain how ‘Siri Parakum Primary School - Galoya’ is written in the spreadsheet
as it is. (01 mark)

(vii) A donator intends to provide 10 exercise books to each student in Grade 5. Write a formula
to calculate easily, the number of books that he should provide. (01 mark)

(Total 10 marks)

— J
[see page ten
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Part III - Shorthand

6. (i) Write the symbol used to represent the word ‘I’ in shorthand. (01 mark)
(ii) There are two ‘H’ forms used in Pitman Shorthand such as; é and 9
Write two words in shorthand using the 9 (down H) as the initial sound. (02 marks)

(1ii) Write the following sentences in shorthand and put the necessary punctuation marks at the
end of each sentence.
(a) I will go to the bank 7
(b) I take my bag =

(c) am I late | (03 marks)
(iv) Write the words given below in shorthand. R

(a) mat, gap

(b) met, get

(c) meet, keep

(d) mute, cute (04 marks)

(Total 10 marks)

=

T

7. (i) Write the words given below in shorthand.
eat, death, bad, king, kite, come * . (03 mark)

(i) Punctuation marks are also very important’ when writing shorthand. Write the correct shorthand
strokes for the following punctuation marks.
(a) fulistop
(b) question mark
(c¢) exclamation mark
(d) dash
(e) hyphen mark
(f) parenthesis (03 mark)

(i) Write four short forms in shorthand and translate them into English language. (04 marks)
(Total 10 marks)

»
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Common Techniques of Marking Answer Scripts.

It is compulsory to adhere to the following standard method in marking answer scripts and
entering mark sheets. '

i

5=

0 o+ o@ 3+ 2 - 2

1.
2.
3.

Each Assistant Examiner should use red colour ball-point pen for marking answer scripts.
A purple colour ball-point pen sheuld be used by Chief Examiners.

Code number of the Assistant Examinef should be noted down on front page of each
answer script. Enter marks in clear numerals.

Write off incorrectly written numerals with a clear single line and authentieate the
alterations with Examiner’s initial. _

Enter the marks of each subsection of a question as a rational number in the given space of
A and the final marks of each question should be entered as a total rational number in the
given space of [ by denoting respective question number as well. Use the column
assigned for the Examiners to write marks.

Evaluation Mark Finalizer should use blue or black colour pen to verify the accuracy of
the marks.

Example: Question No. 03

O mm———— v
() OO
oot eeeeeee e e v
....................................................... i :

-------------------------------------------------------

MO answer scripts: (Template)

L

i

2.

i Mark the comrect options on the template according fo the Marking Scheme.
ii.  Coi off ihe marked windows with a blade.
i,  Co off the cages for Index Number and the number of cofrect options so as fo be
able 0 keep the iomplais correcily on ihe answer scripl.

iv. (i oif 2 bkask spece o the righi of cach opions coltm jo mark the answers.

v. O ofi dac cases @y ilac ssbyect messhar and il sebyeci 0 be clearly visible.

¥i. Sabweli ke prepased fessplaie s e Chief Examaiser for approval.
Then, decck fac aaswer scagis cascially. B facre e maore ihen one of no answers marked
i0 2 corices GECSER WHE G S OPNoESs e 2 e candidates may have
crased == opion seked powoedly ssd sclecied another opiion. In such occasions, if the

2
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3. Place the template on the answer script correctly Mark the nght answers w1th a "' and
the wrong answers with a X' against the options column. Write down the number of
correct answers inside the cage given under each column. Then, add those numbers and
write the number of correct answers in the relevant cage.

Structured essay type and essay type answer scripts:

1. Cross off any pages left blank by candidates. Underline wrong or unsultable answers
and write cross mark. Point-out areas by a check mark, where marks can be offered

2. Use the right margin of the overland paper to write down the marks.

‘;;‘~4¢,~.

3. Write down the marks given for each question against the questmn number inthe relevant
- cageon the front page in two digits. Selection of questions should be in accordance with
« the instructions given in the question paper. Mark all answers and transfer the marks to

the front page, and write off answers with lower marks if extra quest1ons have been
answered agamst instructions.

4. Add the total marks carefully and write in the relevant cage on the ﬁont page “Turn pages
of answer script and add all the marks given for all answers again. Check whether that
total tallies with the total marks written on the front page.

Preparation Of Mark Sheets.

Except for the subjects with a single question paper, final marks of two papers will not be
calculated within the evaluation board. Therefore add separate mark sheets for each of the
question paper. Enter paper I marks in "Total Marks" column of the mark sheet and write them in
words as well. Enter paper II Marks in the " Total Marks" Column and include the relevant
details. For the subject 43 Art, Paper I, II and Il Marks should be entered numerically in the
separate mark sheets and should also be written in words.

For subjects 21 Sinhala language and literature and 22 Tamil Language and literature,
paper I marks once entered numerically should be written in words. Use separate marks sheets for
the papers II -and IIT and enter the total marks in the "Total marks column". Write the relevant
detailed marks against each of the total mark.

I.  Final marks for paper I, paper M or paper m ‘should always be rounded up to the
‘ nearest whole number and they should never be kept as decimal or half values.

II:  Each page of the mark sheet should be compulsorlly venfied by the Assistant
" Examiner who entered marks to the mark sheet, Assistant Examiner who checked
the mark sheet, the Verifying Examiner of the evaluation marks and Chief Examiner

- by placing respective code number and the signature. ‘
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G.C.E.(O/L) EXAMINATION - 2023 (2024)

Electronic Writing and Shorthand (English) 11

% Answer five questions aliogether including the first. Select at least one question each from
part 1, H and 1. '

1. (i} (a) Write two situations that have to _be prepared documents with columns.
{(b) Write two advantages of preparing doecuments with columns.

. (i) (2) Briefly explain the term ‘petty cash imprest’.

(b) Write two petty cash expenses items of a private sector business organization. _

(iti) (a) Write two items that are normally included in a report of 'a meeting. T
(b) Write a compulsory activity that the private secretary of the Head of the institute has

to be done in the following occasions.
(1) before a meeting
(2) on the meeting day
(iv) Write four position names of peers of the private secretary of a Head.
{(v) When preparing a notice, it should be prepared to obtain the attention of the receivers on
- s
- Explain the meaning of the phrase ‘to obtain the attention’ mentioned here.
(vi) Explain the functions of the following keys of the computer keyboard.
(a) Caps Lock key
(b} Enter key .
(vii) (a) Write any two other fools that can be used instead of the mouse.
{b) Writc two English fonts that are used for prepaﬁng official documents.
(viiiy When obiaining a printout of a document prepared in the computer, write four commands
that can be given in the print window.

(ix} The value in the cell Bl is 78 and the value in the cell C1 is 25 in a _spréadsheet. The
total of 60% of the value in the cell B1 and 40% of the value in the cell C1 should be
inclided in the cell D1. If the values in the cells B1 and C1 are changed, the correct answer
should be indicated in the cell D1. Write the correct function that should be written. in the
cell D1. : :

(x) Write a meaningful sentence, at least with four words using only the Home keys and the
Upper keys of the computer keyboard.

{Total 02 %10 = 20 marks)

1. Writing newspaper reports
2. Preparing handbills
3. Preparing Gazette
4. Writing research reports
» (1/2x02 = 01 mark)

)
1. Being able to use the paper effectively

2. if columns are not needed, being able to stop dividing into columns

3. Even divide a letter which has already been prepared without columns can be

divided into columns
(1/2x02 = 01 mark)
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(i)

(i)

@)

®

&

(a) A certain amount of money which is given to the petty cashier for paying petty cash
expenses in an organization for a certain deciding period by the cashier

(®)

b

(2)

(01 mark)

refreshment expenses
taxi charges

postal charges
travelling expenses

£

- (1/2x02 = 01 mark)

e

Names and designations of present and absent numbers of the meeting
Facts discussed in the meeting

Decisions taken in the meeting

The date of the next meeting

New proposal presented

(b) 1.
s Sending calling letters

N

N "

Reserving a place
Preparing equipment and files needed
(1/2 mark for each)

Preparing the route to the meeting hall
Supplying relevant letter, documents and files]
Getting attendance registers
Recording the facts discussed in the meeting

' (1/2 mark for each)

Management assistant
Clek

Receptionist

Typist

Stenographer
(1/2x4 = 02 marks)

Informing to the receiver of the message
Reminding
Motivating to given the response
(02 marks for an answer with two facts)

(2) make the first letter of a paragraph or a line as a big capital letter

(01 mark)
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(b) i
e Takmg all in the document in the nght hand to the place where curser is, to the
- nextline. = R - - :
e Taking the curser from hne bemg to the next line
(01 mark)
(i)
(a)
e Joy sticks
¢ Touch screen -
e Light pen -
(1/2x02 = 01 mark)
()
e FMAbhaya
e Nadee
e Iskolapotha -
- . (1/2x02 = 01 mark)
(viii) -
¢ Selecting the printing machine
e Selecting the page or papers that should be printed -
s Selecting the number of copies that should be printed
* Selecting whether pages should be printed on one side or both sides
~® - Selecting the size of the paper that should be printed
’ ' (1/2x04 = 02 marks)
(ix) =(60% * B1)+ (40% * C1) , (02 marks)

(x) The girl writes a letter

Q1

i. ii. fii. iv. . Vi. vii. | viii. ix. X.
: 20
a. b {a b la b. : a. b. |a. b. : —
: 02 02 02 02 02 20
01 01 01 01 | 01 01 101 01 |01 01

2
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Part 1 - Secretarial Practice

2. (i) Following are the editing marks that included in a document presented for proof reading.
Explain the idea of each editing mark.

@ j/ o # © ﬁ @ LI

(02 marks)
(i) (8) Copy the following sentence as it is and edit it using the suitable editing marks.
Transportation charges are reduced according tothe decrease of fuel of price
(b) Re-write the correct sentence, after correcting the inserted editing marks in the plac;cs
of the above (ii) (a). T = (03 marks)
(i) (a) Write two examples for communication activities that have been done in a business
organization under the following communication medium.
{1) Oml medium N
(2) Written medium
(b) Write an advantage and a disadvantage of communicating using the written communication
medium. (05 marks)
. (Total 10 marks)
2. @) I
(a) Insert the comma
(b) Keep space
(c) Delete
(d) Change places

(1/2x04 = 02 marks)

(i) | -
(a) # Transportation charges are reduced according to the decrease of fuel price

' (1/2x04 = 02 marKks)

(b) Transportation charges are reduced according to the decrease of fuel price
(01 mark)
(iii) (2)
1.

Addressing meeting
Discussions

Telephone calls
Sending voice messages

. » o @

(01x02 = 02 marks)

Sending leiiers
Sending fax messages
Displaying poster
Preparing notices
Preparing invitations

@ # & & @

' (01x02 = 02 marks)

®)
® Advamiages:
- Ticanbevsed laier
- K iseasy io ose for legal needs ,
- Ii can be prepared aifractively (1/2 marks for one fact)
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¢ Disadvantages:
- It takes times to prepare

- Delayed feedback : R
- Having a material cost (1/2 marks for one fact)
i ii. i,
Q2 “la. b, ¢ d a. b. 1 _1_9.
o - 02 : 10
Y 4 A 04 01

3, (i) Maintaining students’ document files and filing daily receiving letters to the chief executive
officer as one folder before forwarding them for necessary actions are done.by the secretary
of the Chief Executive Officer of a private education institute.

--(a) What is the most suitable filing method that can be used to mamtam students document
.. files? : :

" (B) What is the suitable filing method for collecting all the letters receiving daily?
(¢) A junior-secretary has been training under the above mentioned secretary. At the beginning -

of the fraining, the organization structure of the institute had been introduced by the -

secretary to the junior secretary. Write four information that can be known by the junior -
‘secretary by studying this organization structure. R =~ (06 marks)
(ii) Welcoming guests of the institute is one of the functions that belongs to the secretary and-the
receptionist. Briefly explain how should secretary or receptionist act regarding the guests who
have come without an appointment. - {04 marks)
’ (Total 10 marks)

3. ()
(a) Alphabetical order _
Numerical order (01 mark for one fact)

(b) Chronological order

Subject order (01 mark for one fact)
(c)
e Chain of command
e Span of control
e Sections/ Departments in the institute
e The way of flowing information from top to lower as Well as lower to top
(01x04 = 04 marks)
(i)
° D1rect1ng to fill the visitors form
¢ Providing facilities to wait until recéiving a call from the head
¢ Providing books/ Magazines for avoiding uncomfortable situations
- e Expressing the apologises for the inconveniences
(04 marks)
i ii.
: . 10
3 . b. . ‘ —
Q3] @ ° 04 10
‘ - [0t 01 04
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Part 11 - Electronic Documentation
4. Following is an invitation prepared by using a word processing software.
Invitation« A
Stnhala HuduNew Year Celebrasions
wih
Ateractive zerformances of Blossoming Xids
= 7
- fotge Doams Moplestl i «————— B
= o Surdar 28% Amdl 2024
® ot Fownkall Grounds
o $.9G am 15 246 pm .
+ Faeer Do Comeatios 1 -
* SaiyCpdeRac: } -— c
= Ddpmacl Chaks Coepetfice
* Doaegier Zope
AFE ARE FXVITFEP<€«——F—— D
20 o0me 250 SECY
lal Fetore Dreams
() Wiiie two fools that are used to creafe the part A of the invitation as it is. (01 mark)
(@1} Y fwoe fools that are used 1o create the part B of the invitation as it is. (01 mark)
(iii) Wiiie iwo fools that are used fo create the part C of the invitation as it is. {01 mark)
{iv) Explain how part D of the ipvitation is created as it is. (02 marks)
4, @
e Cenier
e Bold
s Word Art : (12 x2 = 01 mark)
(i
s Cenier
s Word At
« Boid
& Foul _ (1/2 x2 = 01 mark)
(i) ‘
= Ballei and Numbering
= TexiBox
s Foni (1/2x2 = 01 mark)
@
. = Typeset the relevant part
) ® Seleciit
_i + Cenjer
) s Changg the font (02 marks)
&
= Typesei the relevant part
e Sdegit
s Righi indent (02 marks)
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(vi) N R .
e Select the drawn border . e
e Insert - Border ' R
e Rightindent =~ = -- -
e Select a border needed ’ (01 mark)
(vii)
e Insert  Picture
Select a suitable picture
Arrange the picture to suit place in the invitation (02 marks)
04 i. ii. fii. iv. V. Vi. Vii. *““1_0
01 01 01 02 02 01 02 10

=

5. Sid Parakum anaxy School conducts classes from grade 1 to 5. Each grade has four, parallel
classes. Following is an extracted part from a spreadsheet that indicated the mxmber of students
* in those classes. Answer the questions below usmg the given spreadshect. S :

2 ) 3 E i
8iri Parakum Prinwry School - Galoya

Number of Students

Grade Araliys| Rese |Seman| Manel {Total | Average

Grade 1 32 33 35 34,

Gradz 2 34 37 36] 35 _
Grade 3 35 B 35 291

Grade d 28 34 38 31

Grade 5 28 30| 35 37

Total Number of Students

(i) Write two formulae that can be written in the cell G5 to obtain the total number of students
in Grade 1 to thé cell G5. . B (82 marks)

(ii) Write two ways that can be used to obtain the total mzmber of studeﬁts in each grade;
Grade 2, Grade 3 Grade 4 and Grade 5 to the cells G6, G7, G8 and G9 respectively.

(02 marks)

(iii)) Write two formulae that can be written in the cell G10 to obtain the total number of students
learning in all grades of Siri Parakum Primary School to the cell G10. . {02 marks)
(iv) Write a formula that can be used to calculate the difference between total number of students
in Grade 5 and Grade 1. - {0l mark)

(v} Borders are drawn around all cells in ‘the part extracted from the spreadsheet. Explain how
had it been done. {01 mark)

(vi) Briefly explain how °Siri Parakum Primary School - Galoya® is Wﬁtten in the spreadsheet
as it is. , {01 mark)
{(vii} A domator intends 1o p;ovide 10 exercise books to each student in Grade 5. Write a3 formula
‘to calculate easily, the number of books that he should provide. . (01 mark)

{Toral 10 marks)
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5. @)
1. =Sum (C5: F5)
2. =C5+D5+E5+FS (01x2 = 02 marks)
3D
1. Dragfrom the | | fill handle of the cell G5, up to G9
2.
e (lick on the cell G5
e Copyit S
e Pasteon G6,G7,G8and G9 ~
3. S
= Sum (C6 : F6)
= Sum (C7 : F7)
= Sum (C8 : F8)
= Sum (C9 : F9)

use the above formula on G6, G7,G8 and G9 respectively. :
. (01x3 =03 marks)

(i) |
1. =Sum (G5:G)5)
2. =G5+G6+G7+G8+@G9
3. =Sum (C5:F9) (01x2 = 02 marks)
(iv) ‘
1. =G5-G9 ‘ (01 mark)
)
e Select the cell range from Al to H10
e Borders — Select all borders (01 mark)
(i) :
e Select the cell range from B2 to H2
s Mergeit
e Write the 'Siri Parakum Primary School - Galoya'
e Center -
(01 mark)
i ii. iii. iv. V. vi. 1
Qs »
02 03 02 01 01 01 10
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Part ITT - Shorthand _
6. (i) Write the symbol used to represent the word ‘I’ in shorthand. : {01 mark)

() There are two ‘H’ forms used in Pitman Shorthand such as; ¢ and 9

Write two words in shorthand using the 9 (down i—I)és the initial sound. . {02 marks) _

i | L

" (iiiy Write the following sentences in shorthand and put the necessary punctua&on marks. at the
end of eaeh sentence.’

(@)Iwill goto thebank == y Lo

(b)1 takie my bag AN

(c)amIlate -V g
.’ o (03 marks)

(iv) Wiite the words given below in shorthand.

il gap —

ymet, =1 . get 1

(meet, — - kf:e?'_*:sr.____..

(d) mute, i - cute - ‘ (04 marks)

(Toial 1 marks)

(a) mat,

1. ii. 1ii. iv. 10

01 02 03 04
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7. (i) Write the words given below in shorthand.
death I kite v
bad :,' . come
= 4 {03 mark)
(if) Punctuation marks are also very important when writing shorthand. Write the correct shorthand ‘

strokes for the following punciuation marks.

i

(@) fullstop I
(b) question mark | A £ |
(c) exelamaﬁén mark _J ] ,

'(d) dash : .__.?«Z____.__
(e)hyphenmatk = =

(f) parenthesis €5
{03 mark)

(i) Write four short forms in shorthand and translate them into English language. (04 marks)

1. come —
2. for -
3. executive D

4 wish Z

{04 marks)
{Total 1) marks;
i. i. iii. 10
Q.7 ‘ —
03 03 04 10
5 sk
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