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e BROWSER SETTINGS

e EMAIL SETTINGS

e MOBILE APPS

o O¢rY wE® Cagmrnw wdnersy Objects 88n0 eFamws wmB®

o OO o Bagrn W WDHELsY ¢ S e C18ENOR Wi BO

o 23w BBe® Bagmrrnws wdnews’ wdE Presentation e B®

8E2¢d @deadlw Cred.
coecs

* OB e®BYE® g@imamn 06 BT OB .

o Burmdm® 8;B3008 Reading Material s88cmwe »c wi».

o 5D oo ©OG a’m® Internet search B8O ¢DED a>.

o gdes gD OEE RO credam DGETed e Ca OB VID.

TIMETABLE

BROWSER SETTINGS 45 minutes
EMAIL SETTINGS 45 minutes
MOBILE APPS 30 minutes
WORD PROCESSING 90 minutes
SPREAD SHEETS 180 minutes
PRESENTATION 120 minutes
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Activity 3.1:

bl

e RS

11.
12.
13.
14.

15.

16.

17.
18.

QD OB 0O g5 mESHEwO |88@e:>233’5).\

& wewo wdm @ Icon O ©8sY dRed Web Browser dent 5@ ewiws 053s.
R ¢¥mo OB Web Browser 88w ewiwsis.
R0 BO8 Bow enls’ Bl Feenws 00 ®ed Default Search Engine &z @esowo

Commented [IC1]: Browser 8¢ ¢ acwez oo
@¢53m (Google Chrome, Microsoft Edge, Mozilla Firefox,
Safari, Internet Explorer, Opera)

@1 ¢s¥mo @O Search Engine ewow aesin.
@0 858 Bow »O53 @B 085 ewe Theme 8 edmed omts)|

Commented [IC2]: Search engine (Google, Bing, Yahoo)

8E€d¢ ¢e acwuad oo & Default search engine &»
000 mE VA DO evsI e¢sIB

®e® web Browser ®ez8 Language ®z Sinhala/Tamil ©c0 Change oS5,
®ea® Search Engine ®ef Language ©z Sinhala/Tamil 8o Change mdsis.
®ed Web Browser ®ef ww» Search Engine ez Language ©z 0= English
90 Change m»osis.

. @ wIBm0 Iz Search Engine o @83 80 eed dce ¢B Web Site History oz

©e30BsIB).
@ded Web Browser ®ez8 Files eces Save 8 @18 Data (Cookies) Clear oz,

Commented [IC3]: Search engine (Google, Bing, Yahoo)
8Ea¢ ¢g aqwn ¢ & Default search engine &=

| comE mE 0B A0 e ©esIDd

: Commented [IC4]: Chrome - At the top right corner of

the screen click More>Settings> General> Languages
Firefox - At the top right corner of the screen click
More>Settings> Advance>Languages

@2e@ Web Browser &z 505® Version &0 Update otz

Browser Settings § Download =6z edSom e emed mosIs.
http://www.edupub.gov.lk/ web site &= swgedst 505 d1B® wews Bookmark
O ¢OBIB.

©® Web Site ©ezs 28 Banner Image & ®@0d 587 ¢ Folder ©0 Save
koss.

Commented [IC5]: Chrome - At the top right corner of
the screen click More> Settings>Privacy and
Security>Cookies and other site data

Firefox - At the top right corner of the screen click More>
Settings> Privacy and Security> cookies and site data
Cookies clear 3® Manage B8® 2 02Dk 553>,

©® Web site dez Menu dex 8 Download Text Books link ©®z New Tab &=
Open wosis)

New Tab o= Open nosiz|

Commented [IC6]: Chrome - At the top right, look at
More> Help > About Chrome
Firefox - Click the menu button (More)>Help >About Firefox

@Ped Browsing History &z Save ezwdz (without saving) 20 ydoE8md Browse
»@ 0B Private Browse Window & eoco 0z¥z,

‘ Commented [IC7]: Download &% Save as 88a¢

510188 ®IBIH

Activity 3.2:

Nk wh e

8.

9.

B0 B

10. @2 email dma 8002 ¢DwIWO WD Bed BO, BT, 0w Hdhimed E8xw

®2ed email Account &0 Log dx¥s.

R0 Cae Bwod® email check mozim. (Inbox)

22 wd» c¢ email check mosim. (Sent)

o830 DO eews wmem Gé, Save mE email check osys).(Draft)

| commented [IC8]: Download esw Save as 88 ¢

81988 »SI>

Commented [IC9]: New window &2z Open 23z
oz 888 WOBIB.

RO e email emdc ©Be® swEd wewr D ©dmn OB eDsY

ko3 (Label)

| Commented [IC10]: Chrome - At the top right, look at

More> New Incognito window
Firefox - Click the menu button (More)>New Private
Window

(Eg. »eis ma8wcewrs?, 8cisf mbsicewsy, dreneds ....)

Email @853 0500 daews? tdm ¢ amdes sadd) 83 0dn (8 B8ds v»®. O

a8 @ wosIm. (Spam)

R0 @ email Omx BDam WOBTH. dw VOB ¢ e BB WS B8RS

«dz35).(Reply)

R0 C@» email O B0am WO, O® email dm @G Bud ©¢ENO B S

8E8n o wdsim.(Reply all)
R0 C@» email v O gernO e BBseceomnmd Forward »osi».

@z ® esewo email Setting widmo lzsuém’m].

Commented [IC11]: Chrome - At the top right, look at
More> New Incognito window
Firefox - Click the menu button (More)>New Private

N\ Window

Commented [IC12]: 1.0n your computer, go to Gmail.
2.0n the left, scroll down, then click More.
3.Click Create new label.
4 .Name your label.
Click Create.

308w 980 Dwews? ewwesym. (Signature)

Commented [IC13]: email setting 8Ea ¢ esozm deso
DOsID.
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11.

12.
13.

®2ed email Account ®ez=f Primary, Social, Promotions, Updates eces Categories 428
e32EBI 5.

e« email Account dezf Password &z 0dxed mosis.

@ed email O wew e @G0 Theme O ewicsIs.

Activity 3.3:

1.

kv

Sl

Red gnd (Smart Phone) gomomed 880x Maps eces weussd ¢ Icon dm @
Click koos3z),

R0 ¢5Y B3 BGeyw @e0ws HBIBY.

Maps Application demsy @D=¥OsIn.

@9ed ec: (Smart Phone) ¢z @ QR Code Scanner &z Install oziz|
©5 QR Code Scanner &z Uninstall ooz,

o8 e E8nwd Dewstdm Mobile Application ®Red gnc (dmvmIEd E8m S
Bed B a8 mosim.

g m Mobile Application 882¢0 ewmow AEBIB.

@ded @nc; (Smart Phone) ¢dmodmews’ @@ded email Account 20 Log 8 ITDLH
OsEGm0 dRed gyd (Smart Phone) ¢dmomed @B Image o wdsiz.

Activity 3.4:

1.

nhkw

= e

0.
1

12.

13.

14.
15.
16.
17.

18.

19.
20.

21.

Word Processing Software &z Open m6 @ded siwed esed®Em mEeudns wme
»osIm. (Saturday ¢ anes O @)

@3 ee Table 920 @Bz Time &2 ww Interval & aines posis).

Saturday B6®© Delete mosism.

2 500 euigds o Interval &z 58 @900 sy,

Time o @ned BB @B emig BACE @¢m0O 0aesIm. (G000y wy gdws
@D ancs B3O kewd)

Interval ew» wBed 8 ey BeEE eOms 08 @ 2853 yodsIs.

Table veoxf 8ud® ¢; Centre o3,

wBed & Bold mdsim. (e®w Time Table &= @ded Folder e Save mosis.)
New Document &= oziz.

Text Box &= Insert =56 & nc @ded E8m e Type mosis.

. @@ed Desktop @@z’ ITDLH Folder ®ez ¢ Picturel1.JPG Image &z Text box

&m0 BT Insert mos35.
00 G1ed em0den 8Os @O WD)

O® Grswd Border v s mosim.
G330 ww@sY Cylinder &=z Insert oz¥z |

o8 e 20 2 We seC @ lale ocen e0dmed mosIs.

O 101 @INE B O3 OBTD

€95t 4 ecormoed Bvwsy 3 ®» e O Chart O BE&renw wosim. OF
®omazn® Grade 10 Marks ece 0dxmed mozys.

Red vweE BE Y6dEw (Hierarchy) emes B3O wew gy Ho®@edews
5D |

©®® Document 9z Save B8O 66 9w 8g a-m eincs oIz

®ed® Document o ©:® 890 wcwo® Header ©= eces ITDLH Training eces
ewe Footer ece @08 »® ¢nes m»osIm

®2ed Document &z WP Mod 03 eces ®@ded Folder & Save m oz
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Commented [IC14]: Mobile Application 8€a¢o
@02 D%y ®OBIBY

Phone def OS 8 Om 0dmed 02 3O 188
DOsID.

Commented [IC15]: Phone ®ezs OS &2 @5 edmes
0 O B 188 moxIm. (Play Store, App Store ...)

A Commented [IC16]: Phone &e=f OS & @n odnred J

0 O w188 moxIm. (Play Store, App Store ...)

{ Commented [IC17]: Insert Column. Rows J
[

 Commented [IC18]: Cell Merge )
|

{Commented [IC19]: Cell Merge J

{Commented [1C20]: Crop ]

Commented [IC21]: 88 shapes 3= de®> Arrange
BE2ed 18¢00 BedmS mOBIHy

Commented [I1C22]: 88 shapes 328 de®» Arrange
8ERed 1800w Bedms mOnID

{ Commented [IC23]: Page Numbers J
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Activity 3.5:

PN AW

©

10.
11.
12.

Desktop &z ITDLH Folder & &8 Mark Sheet 02 MS Excel @@z® 8am iz
e Beded Bvwsy OE OmnD CHHIOD ¢n ENHWD eme OBRD Ca O3 |
@ Beyedns ©¢® doce Smnd Ca 05D |

7@ 850ned® g ey OC TG 20w C 005 VYT ¢ndsl g @cdn W
RHOB S A 0 B lend i |

Begdied 5O Sm gm0 8800 (Alphabetical Oder) eszed i |
e Dsod 50 D&n cn e o By endosIs.

ema 50 owd 30 Deb a8 By’ end oy

se8 duews’ ey 70 © D& o w5y ecdm dvews’ CRey 70 Dt o Bz
005 dSm ecm®O Ca [©53m [(Advance Filter widmowsy)

8300 98 ed @isTw aww 35 O Déd & gw Pass ecwd W eemy gw Fail ece
aes Column &mm anEs 0575
& & BegrS oo 8BS Bsus’ vens 0D |

o 9 gOwied C@en DR @0E ogddhe CR OBIB)
o Bevwm 8ug® Bysied ey R 9RO BGiumrw 05 &$50® Hyeadw
BE@renss 0535

Activity 3.6:

A

R0 vowel Qo dEden sOFBO0 e evE v1E® wewo Slide 5B @B m
yebames (Presentation) BE@iens S5y,

&rBe yma BB sew 605 Slide = Insert mosis.

dedBe® ewmdl BBOO Drewmeditn Om mOa B OO wews gy Layout dma
3 o» Slide 0 @eEs »osIs.

Presentation &z esexo “Facet” Design &2 aincs sy,

Slide Show moxy».

@aed Folder deuf 99w Save mosym.
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Commented [IC24]: =& Module 3 62083
emenys 5@ Data Type 6 Cah 0535 0C® (BB

Commented [IC25]: &5 @ ©5I5%0 Goznd 32 B
20 e & BeE O o3I

C¢o - gom S OBY S dmn BEOD

Cell Address & &z BBOO e Function 0853 &=z

" | #8e0

[ commented [1C26]: AutoFil 08500 B 0¥ |
\ ) Commented [IC27]: Average, Rank, Max, Min
\ | o3ty
Commented [IC28]: Sort 8D AtoZ,Z to A &5 88
Yot
{ Commented [IC29]: Filter Bwoe¢sIm ]
Commented [IC30]: Filter mG ©g3 Sc® Filter 88©0
@0 Select All G @n DO
\ { Commented [IC31]: Advanced Filter Bwo @¢z35 ]
( commented [1€32]: Count Sao oz )




