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COVID 19 njhw;W epiyikapy; khztu;fs; ,oe;Jtpl;l fw;wy; ghlNtisfisg; G+u;j;jpnra;jy;.

COVID 19 Nehapdhy; Vw;gl;l ghjpg;Gfs; fhuzkhf ghlrhiyfis %btpl Ntz;bNaw;gl;ljdhy;> khztu;fspd; nraw;ghLfis

mbg;gilahff; nfhz;l> fw;wy; eltbf;iffspy; Vw;gl;l ,og;G kjpg;gpl KbahjjhFk;. ehl;by; fhzg;gLk; Gjpa rhjhuz epiyikapd; fPo;>

ghlrhiyfs; Muk;gpf;fg;gl;Ls;s ,t;Ntisapy;> nra;Kiwj;jpwd;fSk;> njhopDl;gjj; jpwd;fSk; ghlj;jpd; Clhf> ehk; khztu;fSf;Fg;

ngw;Wf; nfhLg;gjw;F vjpu;ghu;f;Fk; Nehf;fq;fs; njhlu;ghf cq;fs; ftdj;ij kPz;L; nrYj;jy; Kf;fpakhdJ. fle;j fhyfl;lj;jpy; Jujp~;l

trfkhf khztu;fspd; nghJthd jpwd;fs; mgptpUj;jp kw;Wk; cs eyr; Rfhjhuj;jpw;Fg; ngUksT jilfs; Vw;gl;ld. nraw;ghLfis

mbg;gilahff; nfhz;l nra;Kiwf; fw;ifr; #oy; tPo;r;rpaile;jJ. ghlrhiyapy; cw;rhfkhf ,lk;ngw;W te;j FOr;nraw;ghLfs; jilg;gl;ld.

,jdhy; nra;Kiwj;jpwd;fSk; njhopDl;gj;jpwd;fSk; ghlj;jpd; mtrpak; ,f;fhyj;jpy; NkYk; Kf;fpaj;JtkhAs;sJ. vk;khy; Nkw;nfhs;sg;gLk;

jw;fhypf ghl kPnshOq;fikg;gpd; fPo; ,g;ghlj;jpy; Kf;fpaj;Jtk; ngWk;> Nkw;gb tplaq;fis cr;rsT epiwNtw;wy; Ntz;Lk;. vdpDk;

,jw;fhf toq;fg;glTs;s fhyk; tiuaiwf;Fl;gl;Ls;sJ. ,j;Jld; cq;fSf;F toq;fg;gl;Ls;s> jpUj;jg;gl;l ghlj;jpl;lk; jahupf;fg;gl;lJ.

cq;fsJ xj;Jiog;Gld; mf;Fiwghl;il eptu;j;jp nra;Ak; vjpu;ghu;g;GldhFk;.

Gjpa fy;tpj; jtizapy; ghlrhiyf;F tUk; khztu;fs; Kd;du; juj;jpw;Fupa rpy ghlg; gFjpfisg; G+u;j;jp nra;ahky; ,Ug;gjw;F

tha;g;gpUe;jpUf;Fk; vd;gjdhy; fpilf;fg; ngw;Ws;s fhyfl;lj;Js; mg;gFjpfspy; fl;lhakhfg; G+u;j;jpahf;f Ntz;ba gFjpfis kl;Lk;>

njupTnra;J mtw;wpd; cs;slf;fj;ijr; re;ju;g;gj;jpw;Nfw;g Fwpg;gpl;lsT RUf;fpj; jpUj;jg;gl;l ghlj;jpl;lj;jpy; Fwpg;gplg;gl;Ls;sJ. mg;gFjpfis

Kd;itf;f Ntz;ba Kiwf;fhd topfhl;lYk; Nkw;nfhs;sg;gl;Ls;sJ.

nra;Kiwj;jpwd;fSk; njhopDl;gj;jpwd;fSk; ghl kPnshOq;fikg;gpd;NghJ ghl Nehf;fq;fs; cr;rsT ntw;wpailtjw;fhf ftdj;jpy;

nfhs;s Ntz;ba tplaq;fs;

• Mrpupaupd; Kiwahd Kd;dhaj;jk;> tFg;giwapy; Vw;gLk; mehtrpa Neutpuaj;ij kPjg;gLj;Jtjw;Fg; gq;fspf;Fk;. NkYk; Neuk; Njitg;gLk;

nraw;ghLfisg; G+uzg;gLj;Jtjw;F Vida Mrpupau;fsJ xj;Jiog;igg; ngw;W Neuj;ijg; gupkhwpf; nfhs;tjw;F eltbf;ifnaLf;fTk;.

• Kd;juj;jpy; tpLgl;l gFjpfs; njhlu;ghd jfty;fisj; Njbawpe;J toq;fg;gl;l fhy vy;iyAs; mg;gFjpfisg; G+u;j;jp nra;aTk;.

• midtUf;Fk; nra;Kiwf; FOr; nraw;ghLfSf;Fk;> nghJthd jpwd;fs; mgptpUj;jpw;Flk; Kf;fpa ,lk; toq;fg;gly; Ntz;Lk;. FOr;

nraw;ghLfspd; NghJ> Rfhjhug; ghJfhg;G Kf;fpak; vd;gjdhy;> tptrha nraw;ghLfisg; Nghy ,ad;wst Vida nraw;ghLfiSk;

jpwe;j ntspahd ,lq;fspy; Nkw;nfhs;sy; kpfg; nghUj;jkhdJ.

• xg;gilfSf;fhf epr;rapf;fg;gl;l fhyk; Fwpg;gplg;gltpy;iy. vdpDk; vjpu;tUk; gbKiwfSld; njhlu;ghd fw;ww; NgWfis epiwTnra;tjw;fhf

xg;gilfis epiwT nra;jpUj;jy; Kf;fpakhFk;. NkYk; mt;nthg;gilfs; khztu;fshy; G+u;j;jpahf;fg;gLtijf; Fwpj;Jf; nfhs;sTk;.

vkJ gpujhd Nehf;fkhdJ khztu;fis Ntiy cyfpw;Fg; nghUj;jkhd Kiwapy;> nghJ kw;Wk; nkd;jpwd;fspy; gupG+uz njhopDl;g

,irthf;fj;ijf; fhl;Lk; egu;fshf cUthf;Ftjw;F> nra;Kiwj;jpwd;fSk; njhopDl;gj; jpwd;fSk; ghlj;jpD}lhf ehk; ,Jtiu Nkw;nfhz;l

Kaw;rpia fhzg;gLk; ,lu;kpf;f #o;epiyapYk; jilapd;wp Kd;Ndhf;fp vLj;Jr;nry;tjhFk;. ,jw;fhf Mrpupau;fs;> khztu;fs;> ngw;Nwhu;fs;

kw;Wk; %j;Njhupd; xj;Jiog;G kpfTk; vjpu;ghu;f;fg;gLfpd;wJ.



• fLq;fWg;G epwj;jhy; Fwpf;fg;gl;Ls;s gFjpfs; fl;lhakhfg; G+u;j;jpahf;fg;gly; Ntz;Lk;.

• rhjhuz vOj;Jf;fshy; Fwpf;fg;gl;Ls;s gFjpfs; fl;lhakhditay;y> fhykpUg;gpd; kl;Lk; mtw;iwg; G+u;j;jp nra;f.

1 . 1ghlrhiyj;

Njhl ;lj;jpy ;

ghj;jpfs;

mikj;J

,yFthf

elj;jf;f

gapu ;fisr;

nra;if

gz;Zthu;.

• gpuNjrj;Jf;Fg;

nghUj;jkhd

gapu;fisj; njupT

nra;J

gapu;r;nra;ifg; ghj;jp

jahupg ;ghu ;.

• eLtjw ;fhf

eLifg;

nghUs;fisr;

rupahfj;

jahu ;g ;gLj;Jthu;.

• gapu;fisr; rupahf el;Lg;

guhkupg;ghu;.

Fwpg;G: ehl;Lk; gapu;fSf;fhf

njhlu;r;rpahd guhkupg;-

ig Nkw ;nfhs ;sy ;

Ntz;Lk;.

njhopDl;gg ;

 gug;G
    Nju;r;rp Nju;r;rp kl;lk; tpla cs;slf;fk; fw;ww; NgWfs; ghl

Ntisfs;

01. tptrhak ; 1 . 0 ,Uf;Fk;

tsq;fisg;

gad;gLj;j p >

gapu ; epyj;ij

mgptpUj ;j p

nra;thu;.

• ga p u ; r ;  nra ;iff ;Fj ;

Njitahd Rw;Wr;#oy; (#upa

xsp> ,l trjp> kz;> ePu;)

• gad ;g hl ;bd ; gb ntt ;NtW

gapu;f; $l;lq;fs;

• gapu;r;nra;iff;Fr; rhjfkhd

gpuhzpf;$l;lq;fs;

• tPl;Lj; Njhl;l cgfuzq;fs;>

fUtpfs ;

• gapu ;r ;nra ;iff;Fg; nghUj;j

khdthW epyj;ijj; jahu;g ;

gLj;Jjy;

• gapu ;r ;nra ;iff;Fg; nghUj;j

khdthW kz;izj; jahu;g ;

gLj;Jjy;

• gapu; eLjy;

• eLifg; nghUs;fs;

- tpj;Jf ;fs;> ehw ;Wf ;fs ; @

jz ;  Lj ;  Jz ;lq ; fs ; >

f poq;Fj; Jz ;lq ;fs ;

Nghd;w gjpag; gFjpfs;

- Kd;gupfupg ;G

- eLif ,ilnts pAk ;

eLif MoKk;

• guhkupg;G

• epoy; toq;Fjy;

• ePu; gha;r;Rjy;

• kz;zPu;f;fhg;G

• capu; tif %Lgil/ capupy;

tif %Lgil ,ly;
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• fLq;fWg;G epwj;jhy; Fwpf;fg;gl;Ls;s gFjpfs; fl;lhakhfg; G+u;j;jpahf;fg;gly; Ntz;Lk;.

• rhjhuz vOj;Jf;fshy; Fwpf;fg;gl;Ls;s gFjpfs; fl;lhakhditay;y> fhykpUg;gpd; kl;Lk; mtw;iwg; G+u;j;jp nra;f.

1 . 2tFg;giwr; Rw;Wg;

Gwj;ij mofpa

,iyj;

jhtuq;fs;>

G+j;jhtuq;fisf;

nfhz;L

moFgLj;Jthu ; .

; • Nrjdg; grisg; gpuNahfk;

• fis fl;Lg;gLj;jy;

• Neha;> gPilf; fl;Lg;ghL

• #oy; Neakhd Kiwfs;

• nghUj;jkhd myq;fhuj;

jhtuq;fisj; njupT

nra;jy;

• G+f;fs; Njhd;Wk;

jhtuq;fs;

• mofpa ,iy tifj;

jhtuq;fs;

• ntt;NtW tbtj;

jhtuq;fs;

(nfhbfs;> njhq;Fk;

jhtuq;fs;> $k;G

tbtj; jhtuq;fs;> Fl;il

ahd jhtuq;fs;)

• ehw;Wf;fisr;

rhbfspNyw;wYk; ghj;jpfspy;

mofhf eLjYk;

• mofpa ,iy

tifj; jhtuq;fs;>

g+f;fs; Njhd;Wk;

jhtuq;fis mikg;

Gg; ghq;fpw;Nfw;gj;

njupT nra;thu;.

• rhbapNyw;wg;gl ;l

jhtuq;fisr;

rupahfg; Ngzp

tsu;g;ghu;.

• mofpa Njhw;wk;

fpilf; Fk;

tifapy;> maw;

#oiy mofpa

,iyj; jhtuq;fs;

kw;Wk; g+f;fs;

Njhd;Wk;

jhtuq;fshy;

myq;fupg ;ghu ;.

njhopDl;gg ;

 gug;G
      Nju;r;rp Nju;r;rp kl;lk; tpla cs;slf;fk;     fw;ww; NgWfs; ghl

Nt i s f s ;
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• fLq;fWg;G epwj;jhy; Fwpf;fg;gl;Ls;s gFjpfs; fl;lhakhfg; G+u;j;jpahf;fg;gly; Ntz;Lk;.

• rhjhuz vOj;Jf;fshy; Fwpf;fg;gl;Ls;s gFjpfs; fl;lhakhditay;y> fhykpUg;gpd; kl;Lk; mtw;iwg; G+u;j;jp nra;f.

2 . 0capu;r; R+oiyg;

ghJfhg;gjw;Fg;

gq;fspg;Gr;

nra;thu;.

4.0. cztpd; juk;

ghJfhf;fg;gLk;

tifapy ;

Efu ;Tf ;fhf

czitg ;

ghJfhg;ghdjhf;F-

tjw;Fg ;

gq;fspg;Gr;

nra;thu;.

 02. czT

2 . 1jk; thoplj;ij

mz;ba Rw;Wg;Gw>

capu;r; #oypy;

tpyq;Ffspd;

Njit fis

epiwNtw;Wthu;.

4 . 1cztpd; ,ay;G

fis tptupj;J

Efu; Tf;fhf

czitr ;

Nrfupg ;ghu ;.

• Rw;Wg;Gwr; R+oypy; gutyhff;

fhzg;gLk; tpyq;Ffs;

•  gwitfs;

•  tz;zhj;jpg; G+r;rpfSk;

  Vida G+r;rpfSk;.

•  mzpy;fs;

  •  Vida gpuhzpfs;

• mt;tpyq;Ffs; thOk;

ntt;NtW #oy;fs;

• mtw;wpd; ,Ug;G #oYf;F

Kf;fpaj;Jtk; ngWk; tpjk;

• tpyq;Ffspd; Njitfis

epiwT nra;J kfpo;r;rpahd

#oiy cUthf;Fjy;

• czT
• czTg; gpupTfs; - tifg;
gLj;jy;

• cztpd; ,ay;Gfs;
• Gj;jk; Gjpa czTfs;
• jahupj;j czTfs;

• czT cl ;nfhs ;tjd ;
gad;fs;

• jkJ tPl ;lhupd; Efu;Tf;fhf
czitg; ghJfhg;ghdjhf;Fjy;

• tPl;Lj;Njhl;lj;jpy; / tPl;by;
cw;gj;jp nra;j czT

• nfhs;tdT nra;tjw;fhf
czitj; njupT nra;jy;

• czitg; ghJfhj;jy;
• Rj;jpfupj;jy;
• nghjpaply;

• fsQ;rpag;gLj;jy;

• Rw;Wg;Gwr; R+oypy;

gutyhff; fhzg;gLk;

tpyq;Ffspd; elj;ij

fis mtjhdpj;Jg;

gjpT nra;thu;.

• tpyq;Ffspd; ,Ug;G

#oYf;F

Kf;fpaj;Jtk; ngWk;

tpjk; Fwpj;J

mDgtk; ngWthu;.

• tpyq;Ffspd ;

Njitfs; epiwT

ngWkhW #o iyf;

fl;bnaOg;Gthu ;.

• cztpd ; ,ay;Gfis

tpgup ;g ;ghu;.

• nfhs ;tdT nra ;Ak ;

NghJ Efu;Tf;F cfe;j

czTfisj ; nju pT

nra;thu;.

• t Pl ; by ;  Efu ;Tf ; f hf

cz itg; ghJfhg;ghu;.

04

04

njhopDl;gg ;

 gug;G
     Nju;r;rp Nju;r;rp kl;lk; tpla cs;slf;fk; fw;ww; NgWfs; ghl

Ntisfs;



• fLq;fWg;G epwj;jhy; Fwpf;fg;gl;Ls;s gFjpfs; fl;lhakhfg; G+u;j;jpahf;fg;gly; Ntz;Lk;.

• rhjhuz vOj;Jf;fshy; Fwpf;fg;gl;Ls;s gFjpfs; fl;lhakhditay;y> fhykpUg;gpd; kl;Lk; mtw;iwg; G+u;j;jp nra;f.

• czT jahupf;Fk; ,lkhfpa
rikayiwiaj; jpl;lkpl;Lg;
Ngzp tUjy;

• jpl;lkpl Ntz;ba ,lq;fs;

• czTg ; ng hUs ;fisf ;

fsQ;rpag;gLj;jy;

• ePu; tpepNahfk;

• czT jahu p j ; jy ; /
rikj;jy;

• rikayiw cgfuzq;fs;>

rikay ; cgfuzq ;fs ; >
rhjdq;fis ,lg;gLj;Jjy;

• rikj ;j czit Efu ;T

tiuapy; ghJfhg;ghf itj;
j pUj;jy ;

• “nrhy; epiug;gLj;jy;” (Word
processing) nkd;nghUisj;
Jizahff; nfhz;L> tPl;by;
czT fsQ;rpag;gLj;Jk; ghj;
jpuq;fSf;Fupa ngau;r;Rl;bfs;
jahupj;jy;

• g h j ; j p u q ; f S f ; F g ;
ngau;r;Rl;b ,ly;

• rikayiwiag; NgzptUjy;

• ,lj;ijr; Rj;jkhfg; Ngzy;

• fopTg; nghUs;fis mg;Gwg;

gLj;Jjy;.

• g+r;rpj; njhy;iyiaf; fl;Lg;

gLj;jy;

• tpidj;jpwd;.

4 . 2jukhd czT

Efu;Tf ;fhf

jpl ;lkpl ;L>

rikayiwiag;

NgzptUthu ; .

• jukhd czT jahupg;

gjw;fhfr; rikayiw

iaj; jpl;lkpLthu;.

• nrhy ; e piug ;gLj ;Jk ;

nkd ;  ng hUs pd ;

JizAld; ngau;;;r;Rl;b

jahupg ;ghu ;.

• jukhd czT Efu;Tf;

fhf rikayiwiar;

Rj;jkhfTk; tpidj;jpw

dhfTk; NgZthu;.

Fwpg ;G : rikayiwiar;

rhu;e;j nraw;ghLfspd;

NghJ Rfhjhug; ghJfhg;G

njhlu;ghf khztu;fs;

ftdQ; nrYj;jy;.

njhopDl;gg ;

 gug;G
Nju;r ;r p Nju;r;rp kl;lk; tpla cs;slf;fk;     fw;ww; NgWfs; ghl

Ntisfs;

0 4



• fLq;fWg;G epwj;jhy; Fwpf;fg;gl;Ls;s gFjpfs; fl;lhakhfg; G+u;j;jpahf;fg;gly; Ntz;Lk;.

• rhjhuz vOj;Jf;fshy; Fwpf;fg;gl;Ls;s gFjpfs; fl;lhakhditay;y> fhykpUg;gpd; kl;Lk; mtw;iwg; G+u;j;jp nra;f.

• Efu;Tf;fhf gUtfhy czT
fisr; Nrfupj;jy;
• ifahsg;gl;l gz;ila
Kiwfs;

• vspikahd njhopDl;g
Kiwfs;

• njho pDl ;gf ;  fUkq ;fs ; -
vspik ahd mwpKfk;

• jputpaq;fs; (Material)
• mupkuk;> nky;ypa cNyhfj;
jfLfs;> gpshj;jpf ;F

• jputpaq;fspd; ,ay;Gfs;
• jhq;Fjpwd;
• cUtikj;jy;
• kpd;idf;flj;jy;> ntg;gj ;-
ijf; flj;jy;

• ,dq ;fz ; l j p ut paq ;fs ; >
cgfuzq ;fs ; >  iff ;fUt p -
fisg; gad;gLj;jp> njhopD-
l;gf; fUkq;fis epfo;j;Jjy;
•  msj;jy;
•  milahskply;/ Jisj;jy;
•  gFjpfshf;Fjy;
•  cUtikj;jy;
• %l;Ljy;/ fl;Ljy;
• xUq;FNru;j;jy;

• tpgj;Jf;fSk; ghJfhg;Gk;
• cgfuz> iff ; fUt p g ;

guhkupg;Gk; fsQ;rpag;gLj;jYk;

4 . 3vspikahd
njhopDl;g
Kiwfisg;
gad;gLj;j p >
tPl;by; czTg;
ghJfhg;Gf;Fg;
gq;fspg;Gr;
nra;thu;.

6 . 1mbg;gilahd
iff;fUtpfs;>
cgfuzq;fs;>
nghUs;fisg;
ghJfhg;ghff;
ifahz;L
njhopDl;gf;
fUkq;fis
epfo;j;Jthu;.

0 3 .Muk ; gj ;

njhopDl;g

tpay ;

6 . 0njhopDl;gf;

fUkq;fis

epiwT nra;J

nfhs;tjw;fhf

mbg ;gilahd

iff;fUtpfisAk;

cgfuzq;fisAk;

nghUs;fisAk;

ghJfhg;ghfTk;

r PuhfTk;

gad;gLj;Jthu;.

• gUtfhy czTfisr;
Nrfu pf ;Fk ; gz ;ila
Kiwfisf; ifahz;L
ghu;g;ghu;.

• vspikahd njhopDl;g
cj;jpfisf; ifahz;L
gUtfhy czTfisr;
Nrfupg ;ghu ;.

• czT tPz;tpuaj;ij
,opthf ;Fthu ;.

• njhopDl;gf;
fUkq;fSf;fhfg;
nghUj;jkhd
mbg ;gilahd
cgfuzq;fs;
iff;fUtpfisj;
njupT nra;thu;.

• ntt;NtW
jputpaq;fis>
fUkj;Jf;Fg;
nghUj;jkhdthW
gad;gLj;Jtjpy ;
ftdQ; nrYj;Jthu;.

• mbg;gilahd
iff;fUtpfisg;
ghJfhg;ghfg;
gad;gLj;Jjy; kw;Wk;
guhkupj;jy; Fwpj;Jf;
ftdQ; nrYj;Jthu;.

04

04

njhopDl;gg ;

 gug;G
     Nju;r;rp Nju;r;rp kl;lk; tpla cs;slf;fk;    fw;ww; NgWfs; ghl

Ntisfs;



• fLq;fWg;G epwj;jhy; Fwpf;fg;gl;Ls;s gFjpfs; fl;lhakhfg; G+u;j;jpahf;fg;gly; Ntz;Lk;.

• rhjhuz vOj;Jf;fshy; Fwpf;fg;gl;Ls;s gFjpfs; fl;lhakhditay;y> fhykpUg;gpd; kl;Lk; mtw;iwg; G+u;j;jp nra;f.

• gad;juj;jf;f vspikahd

Mf;fq;fs;

• Mf;ff; fUj;ijg; glkhf

tiu jy;

• jputpaq;fisj; njupT

nra;jy;

• fljhr p

• NtW

• ntt;NtW epwq;fisg;

gad;gLj;jy;

• Njitf;Nfw;g>

milahskply;> ntl;Ljy;>

cUtikj;jy;> xl;Ljy;>

G+r ;Rg;G+Rjy;

• maw ;#oy py ;  jhk ;

vjpu;nfhs;Sk; gpur;rpidfs;

• vspikahd njhopDl;gj; jPu;T

fs; toq;fj;jf;f gpur;rpidfs;

• gpur ;rpidfSf;fhd

fhuzq;fs;

• jPu;Tg; gpNuuizfs;

6 . 2,yFthfg ;

ngwj;jf;f

jputpaq;fisg;

gad;gLj;j p >

gad;juj;jf;f

vspikahd

Mf;fq;fs;

Gupthu ;.

7 . 1tPl;by; kw;Wk; ghl

rhiyapy; fhzg;

gLk; ,dq;fhzg;

gl;l vspikahd

gpur;rpidfSf;Fj;

njhopDl;gj; jPu;T

fis Kd;itg ; -

ghu ;.

• Mf;ff; fUj;ij glk;

%yk; fhl;Lthu;.

• fUkj;Jf;Fg;

nghUj;jkhd

vspikahd

iff;fUtpfs;>

cgfuzq;fs; kw;Wk;

j putpaq;fisj;

njupT nra;thu;.

• tpisjpwdhd

mbg;gil ahd

KbTg;nghUs;fs;

jahupg ;ghu ;.

• maw;#oypy; fhZk;

gpur ;r pidfSs;

njhopDl;gj; jPu ;T

toq;fj ;jf ;f

gpur;rpidfis Rl;bf;

fhl;Lthu ;.

• gpur;rpidfSf;F VJ

thFk; gy;NtW

fhuzq;fis EZfp

Nehf;Fthu ;.

• gpur;rpidfSf;fhd jPu;T

fshf> vspikahd njhop

Dl;g Mf;fq;fis Kd;

itg;ghu;.

njhopDl;gg ;

 gug;G
    Nju;r;rp Nju;r;rp kl;lk; tpla cs;slf;fk;      fw;ww; NgWfs; ghl

Ntisfs;

7 . 0ehshe;jk; vjpu;

N e hf ;Fk ;  g p u r ; -

r pid fSf;fhf>

jpl;lkpl;L njhop-

Dl;gj; jPu;T fis

toq;Fk;

j p wid nts pf ; -

fhl;Lthu ;.

0 6

0 2



• fLq;fWg;G epwj;jhy; Fwpf;fg;gl;Ls;s gFjpfs; fl;lhakhfg; G+u;j;jpahf;fg;gly; Ntz;Lk;.

• rhjhuz vOj;Jf;fshy; Fwpf;fg;gl;Ls;s gFjpfs; fl;lhakhditay;y> fhykpUg;gpd; kl;Lk; mtw;iwg; G+u;j;jp nra;f.

8 . 0gz;lq;fs;>

Nritfisg;

ngWk;NghJ

nghUj;jkhdthW

jPu ;khdnkLg;ghu;.

9 . 0rpwpa tzpf

Kaw;rp fisj;

jpl ;lkpl;Lg;

NgzptUthu ; .

8 . 1ehshe;j

tho;f;ifapy;

NjitfSf;Fk;

tpUg;gq;fSk;

,ilapyhd

NtWghl;il

,dq;fz;L>

mtw;iw epiwT

nra;f pd ;w

gpuNjr toq;F

du;fis EZfp

aha;thu;.

9 . 1Nrkpg;G> <l;ly;

Mfpatw;Wf;fhf

gzj;ij ,Lthu;.

• mbg ; gilj ;  NjitfSk ;

gy;NtW tpUg;gq;fSk;

• gz;lq;fSk; NritfSk;

• gpuNjr toq;Fdu;fs;

• jdpahl ;fs;

• epWtdq;fs;

• mikg;Gf;fs;

• ehshe;jr; Nrkpg;G

• jhk ;

• jkJ FLk;g cWg;gpdu;fs;

• <l;lYf;fhd gzj;ij ,Lk;

topfs;

• jhk ;

• jkJ FLk;g cWg;gpdu;fs;

• <l;lYf;fhfg; gzj;ij ,ly;

• NjitfisAk; tpUg;-

gq;fisAk; xg;gpLthu;.

• NjitfisAk;

tpUg;gq;fisAk;

epiwNtw;wpf ;

nfhs;tjw;Fj; Njit

ahd gz;lq;fs;>

Nrit fisj; njupT

nra;thu;.

• gz;lq;fs;>

Nritfis toq;Fk;

toq;Feu; gw;wpg;

gapy;thu;.

• ehshe ; jk ;  N rk p f ; f

Kid thu;.

• <l ;lYf;fhfg ; gzj;ij

,lj ;jf ; f to ptif

fisj; NjLthu;.

• <l;lYf;fhfg; gzj;ij

,Lthu;.

04 .tzpf el

tbf;iffs;
04

03

njhopDl;gg ;

 gug;G
      Nju;r;rp Nju;r;rp kl;lk; tpla cs;slf;fk; fw;ww; NgWfs; ghl

Ntisfs;



• fLq;fWg;G epwj;jhy; Fwpf;fg;gl;Ls;s gFjpfs; fl;lhakhfg; G+u;j;jpahf;fg;gly; Ntz;Lk;.

• rhjhuz vOj;Jf;fshy; Fwpf;fg;gl;Ls;s gFjpfs; fl;lhakhditay;y> fhykpUg;gpd; kl;Lk; mtw;iwg; G+u;j;jp nra;f.

1 0 .Mf;fj;j pd ;

nghypit

Nkk;gLj;Jtjw;fhf

vspikahd

Nfhyq;fisg;

gad;gLj;Jthu;.

• epiwT nra;j gz;lj;j pdJ
nghUs;fs;

;• nghUs ;fSf ;Fu pa nryTg ;
gl;bay;

• nghUs;fSf;fhd nrytpd;gb>
cw ; gj ; j p r ;  n ryitf ;
fzpj ;jy ;

• cw;gj;jpr; nryit mwpf;ifg;
gLj;jy;

• cw ; gj ; j p r ;  n ryitf ;
fzpg;gjw;fhfTk; mwpf;ifg;-
gLj;Jtjw;fhfTk; fzpdpapd;
JizAld; "tpupjhs;" (Spread
sheet) nkd; nghUisg;
gad;gLj;Jjy;

• NfhLfs;

• Neu;

• tis

• jsTUtq;fs;

• xOq;fhd

- tl;lq;fSk; tl ;lj ;j pd ; ;

gFjpfSk;

- gy;Nfhzpfs; (3>4>6 Neu;

NfhLfs;)

- Kf;Nfhzpfs;
- nrt;tfq;fs;

- mWNfhzpfs ;

9 . 2

gz;lnkhd;Wf;Fupa

nghUs;

nryTfisg;

gl;baw;gLj;jp>

cw;gj;jpr ;

nryitf;

fzpg ;ghu ;.

1 0 . 1ntt;NtW tbt

vspikahd

cUtq;fis

(cgfuzq;fspd;wp)

ifahy;

tiuthu ;.

• KbTg ;  n g hUs py ;

mlq ;f pAs ;s j put paq ; -

fisAk; mtw;wpd; msT-

fisAk; EZfp Nehf;F-

thu ;.

• jputpaq ;fspd ; nryit

mbg;gilahff; nfhz;L>

cw ; gj ; j p r ;  nryitf ;

fz pj ;J mw pf ;ifg ; -

gLj;Jthu; .

• cw ; gj ; j p r ;  nryitf ;

fzpj;J mwpf;ifg;gLj;J-

tjw;fhf tpupjhs;;  nkd;-

nghUisg; gad;gLj ;J-

thu ;.

• cw;gj;jpr ; nryit ,op

tsthf;Fk; Kiwfisg;

gpNuupg ;ghu ;.

• NfhLfisg; gad;gLj;jp

jsTUtq;fs; mikg;ghu;.

• Kiwikahd> Kiwik

a py ;y hj js cUtq ;

fisf ;  (cgfuzq ;

fspd;wp)

ifahy; tiuthu;.

• Kiwikahd> Kiwik

a py ;yhj cUtq ;fs pd ;

Nru;khdk; %yk;> vspik

ahd cUtq; fisf; fl;b

naOg;Gthu;.

05.r pj ;j pu pg ;G

njhopDl;gg ;

 gug;G
     Nju;r;rp Nju;r;rp kl;lk; tpla cs;slf;fk;     fw;ww; NgWfs; ghl

Ntisfs;

05

04



• fLq;fWg;G epwj;jhy; Fwpf;fg;gl;Ls;s gFjpfs; fl;lhakhfg; G+u;j;jpahf;fg;gly; Ntz;Lk;.

• rhjhuz vOj;Jf;fshy; Fwpf;fg;gl;Ls;s gFjpfs; fl;lhakhditay;y> fhykpUg;gpd; kl;Lk; mtw;iwg; G+u;j;jp nra;f.

• xOq;fw;w

- jhtu ,iyfs;

- kyu; ,jo;fs;

• Kiwikahd> Kiwikaw;w js

cUtr; Nru;khdk;

• ng hUj ; jk hd nkd ;ng hU

nshd ;iwg ;  gad ; gLj ;j p >

vs pikahd cUtq ;fis

tiujy;

• vspikahd tbtikg;G Mf;fq;

fs;

• jsTUtq;fs; ;

• fljhrp Mf;fq;fs;

- ntt;NtW cUf;fs;

- nrJf;F Ntiyfs;

• vspikahd cil Mf;fq;fs;

• tbtikg ; Gj ;  ijay ;

Kiwfs;

• tu;ze; jPl;Ljy;

• nghUj;jkhd

nkd;nghUnshd;iwg;

gad;gLj;j p

vspikahd cUf;fs;

tiuthu ;.

• ntt;NtW jsTUtq;

fisr; Nru;j;J

vspik ahd

tbtikg;Gf;fs;

Mf;Fthu ;.

• Njitf;Fg; nghUj;j

khdthW vspikahd

Mil Mf;f

tbtikg; Gf;fis

Kd;itg;ghu;.

• vspikahd Mil

Mf;f

tbtikg;GfSf;F

cUf; fs; kw;Wk;

tu;zq;fs;

,Ltjw ;fhf

ntt;NtW

Kiwfisg;

gad;gLj;Jthu;.

1 0 . 2

tbtikg;Gf;fis

Mf;Ftjw;fhf

js

cUtq;fisAk;

epwq;fisAk;

gad;gLj;Jthu;.

njhopDl;gg ;

 gug;G
Nju;r ;r p Nju;r;rp kl;lk; tpla cs;slf;fk;   fw;ww; NgWfs; ghl

Ntisfs;

0 4



• fLq;fWg;G epwj;jhy; Fwpf;fg;gl;Ls;s gFjpfs; fl;lhakhfg; G+u;j;jpahf;fg;gly; Ntz;Lk;.

• rhjhuz vOj;Jf;fshy; Fwpf;fg;gl;Ls;s gFjpfs; fl;lhakhditay;y> fhykpUg;gpd; kl;Lk; mtw;iwg; G+u;j;jp nra;f.

1 1 . 1vspikahd

nghUnshd;w pd;

mbg ;gilahd

tbtk ;

ntspg ;gLk;

tifapy ;>

gUkl;lhd glk;

tiue ;J

mjidf;

nfhz;L

Kg;gupkhz

cUtk;

mikg;ghu;.

1 1 . 0 cUtj ;

Njhw;wq;fis

tiuAk; NghJk;

khjpupAUf;fs ;

mikf;Fk;

NghJk;

mtw;Wf;F

,ilapyhd

njhlu;igg;

gad;gLj;Jthu;.

• vspikahd

nghUs;fspd;

gUkl;lhd glq;fis

tiuthu ;.

• ntt;NtW tbt>

vspikahd

nghUs;fspd; ,U

gupkhzj; Njhw;wj;ij

tiuthu ;.

• vspikahd

nghUs;fspd;

Kg;gupkhzj;

Njhw ;wj ;ij

tiutjw;fhf> Gs;spj;

jhaf; fljhrpiag;

gad;gLj;Jthu;.

• nghUs ;fs pd ; gUkl ;lhd

cUtj; Njhw;wk;

• ntt ;NtW ghfq ; -

fspypUe;J ghu;f;Fk; NghJ

Njhd;Wk; tpjk;

- ,Ugupkhzj; Njhw;wk;

- Kg;gupkhzj; Njhw;wk;

• Kg;gupkhzg; nghUs;fs;

• nghjpapL ngl;bfs;

• kid moFgLj;jYf;Fupa

ghj;jpuq;fs;

• gpd;dzp (Nkil) fSf;fhd

js cUf;fs;

njhopDl;gg ;

 gug;G
Nju;r ;r p Nju;r;rp kl;lk; tpla cs;slf;fk;      fw;ww; NgWfs; ghl

Ntisfs;

0 4


