
1. A spreadsheet is an electronic version of the paper - based accounting sheets used by accountants 

in the past. / iafm%âISÜ tlla hkq w;S;fha .KldêldÍjreka úiska Ndú;d lrk ,o lvodis u; 

mokï jQ .sKqïlrK m;%sldj, bf,lafg%dksl wkqjdohls' 
2.  An electronic spreadsheet is an interactive computer application used for the organization, 

analysis, and storage of data in tabular form. / bf,lafg%dksl iafm%âISÜ tlla hkq o;a; j.= 

wdldrfhka ixúOdkh lsÍug" úYaf,aIKh lsÍug iy .nvd lsÍug Ndú;d lrk wka;¾l%shdldÍ 
mß.Kl fhÿuls' 

3.  Data is entered into cells of a spreadsheet. / iafm%âISÜ tll we;s zfi,az fyj;a fldgq ;=<g o;a; 

we;=<;a lrkq ,efí' 
4.  A spreadsheet provides facilities for functions, formulas, sorting, and charting. / iafm%âISÜ tlla 

u.ska Y%s;" iQ;%" j¾.SlrKh iy m%ia;dr ks¾udKh i|yd myiqlï imhhs' 
5.  A workbook is a spreadsheet file that can contain multiple worksheets. / j¾lanqla tlla hkq jev 

m;%sld lsysmhla wvx.= úh yels iafm%âISÜ f.dkqjls' 
6.  A worksheet is a single spreadsheet page within a workbook, consisting of rows and columns of 

cells. / j¾laISÜ tlla hkq j¾lanqla tlla ;=< we;s ;ks iafm%âISÜ msgqjla jk w;r" th fma<s iy 

;Sre j,ska iukaú; fõ' 
7. The New tool is used to create a new workbook. / kj j¾lanqla tlla ks¾udKh lsÍu i|yd ‘New ’ 

fuj,u Ndú;d lrhs' 
8.  The Save tool is used to save a document. / f,aLkhla iq/lSu i|yd ‘Sa ve ’ fuj,u Ndú;d lrhs' 

9.  Answer:  

• Undo – Cancels a performed action. / Undo  - isÿ lrk ,o l%shdjla wj,x.= lrhs' 

• Redo – Performs an undone action again. / Redo  - wj,x.= lrk ,o l%shdjla kej; isÿ lrhs' 

• Cut – Removes an item from its current location. / Cut  - whs;uhla tys j;auka ia:dkfhka bj;a 

lrhs' 
• Copy – Copies text, images, or other items. / Copy  - fm<" rEm fyda fjk;a whs;u msgm;a lrhs' 

• Paste – Places a copied or cut item in a new location. / Paste  - msgm;a lrk ,o fyda lmd bj;a 

lrk ,o whs;uhla kj ia:dkhl ;nhs' 
10. A cell is the intersection between a row and a column. / fi,a tlla hkq fma<shla iy ;Srejla 

tlsfkl yuqjk ia:dkhhs' 
11. A cell address is the combination of the column letter and row number used to identify a cell 

uniquely. / iෛ , ,smskhla ^cell address & hkq iෛ ,hla woaú;Sh f,i y÷kd .ekSug Ndú;d 

lrk ;Sre wl=f¾ iy fma<s wxlfha tl;=jhs' 

12. A cell range is a range of selected cells, usually consisting of adjacent cells. / iෛ , mrdihla 

hkq f;dard.;a iෛ , iuQyhla jk w;r" th idudkHfhka tlsfkl hdnoj msysá 

iෛ ,j,ska iukaú; fõ' 

13. The Name Box displays the address or name of the currently selected cell. / ku oelafjk fldgqj 

u.ska oekg f;dardf.k we;s iෛ ,fha ,smskh fyda ku fmkajhs' 

 

 

Page 01 
BSc, Higher Diploma in Information and Communication Technology (SLIIT)                                           

Bachelor of Information and Communication Technology (University of Colombo - UG)  

#ICT  Yx‹{£y¥{ 



14. Answer:  

• Columns are identified using letters such as A, B, C, D. / ;Sre y÷kd.kq ,nkafka A,B,C ,D jeks 

wl=re Ndú;fhks' 
• Rows are identified using numbers such as 1, 2, 3, 4. / fma<s y÷kd.kq ,nkafka 1" 2" 3" 4 jeks wxl 

Ndú;fhks' 

15. The Formula Bar shows what is being typed or entered into a cell. / iQ;% ;Srej u.ska iෛ ,hla 

;=< ghsma lrk fyda we;=<;a lrk foa fmkajhs' 
16. Answer:  

• Bold makes letters darker than normal. / ;o wl=re u.ska wl=re idudkH m%udKhg jvd ;o 

meyefhka hq;=j fmkajhs' 
• Italic makes letters slanted. / we, wl=re u.ska wl=re we,jQ iajNdjhlska fmkajhs' 

• Underline places a line beneath the letters. / háka bß we£u u.ska wl=re háka f¾Ldjla fhdohs' 

17. Merge and Center combines multiple adjacent cells into a single larger cell and centers the 

content. / taldnoaO lr ueog fhduq lsÍu u.ska hdno iෛ , lsysmhla tl úYd, iෛ ,hla 

njg m;a lr" tys wka;¾.;h ueog fhduq lrhs' 
18. Wrap Text makes all the content visible within a cell by displaying it on multiple lines if necessary. / 

fm< T;k f,i ieliSu u.ska wjYH kï wka;¾.;h fma<s lsysmhl fmkaùu yryd 

iෛ ,hla ;=< we;s ish¨ u foa oDYHudk lrhs' 

19. Common number formats include:  idudkH wxl wdlD;s j,g my; tajd we;=<;a fõ( 

• Number  / wxl 

• Currency  / uqo,a tall 

• Accounting  /.sKqïlrK 

• Short Date  / flá Èk wdlD;sh 

• Long Date  / È.= Èk wdlD;sh 

• Time  / fõ,dj 

• Percentage  / m%;sY;h 

• Fraction  / Nd.h 

• Scientific  / úoHd;aul 

20.  Answer:  

• Currency displays monetary values with currency symbols, such as Rs., $, or €. / uqo,a wdlD;sh 

u.ska Rs " $" fyda €  jeks uqo,a ixfla; iuÕ uqo,a w.hka fmkajhs' 

• Accounting aligns currency symbols and decimal points in a column. / .sKqïlrK wdlD;sh u.ska 

uqo,a ixfla; iy oYu ,laIH ;Sre wdldrhg fm<.iajhs' 
21. Percentage format is used to display values as percentages, such as 23%, 45%, and 75%. / m%;sY; 

wdlD;sh Ndú;d lrkqfha w.hka 23]" 45]" iy 75] jeks m%;sY; f,i fmkaùughs' 
22.  Fraction format displays numbers as fractions, such as 2/9 and 4/5.  / Nd. wdlD;sh u.ska ixLHd 

2$9 iy 4$5 jeks Nd. f,i fmkajhs' 
23.  Scientific format displays numbers in scientific notation, for example, 5677 = 5.68E+03. / úoHd;aul 

wdlD;sh u.ska ixLHd úoHd;aul wxlk l%uhg fmkajhs¦ WodyrKhla f,i" 5677 } 5'68E¬03' 
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24.  They are used to increase or decrease the number of decimal places displayed in a number. / 

ixLHdjl o¾Ykh jk oYu ia:dk .Kk jeä lsÍug fyda wvq lsÍug tajd Ndú;d lrhs' 

25.  Alignment tools are used to position content within a cell, such as:  iෛ ,hla ;=< wka;¾.;h 

ia:dk.; lsÍu i|yd fm<.eiaùfï fuj,ï Ndú;d lrhs" WodyrK f,i( 
• Left align  / jug fm<.eiaùu 

• Center align  / ueog fm<.eiaùu 

• Right align  / ol=Kg fm<.eiaùu 

• Top align  / by<g fm<.eiaùu 

• Middle align  / ueog ^isria w;g& fm<.eiaùu 

• Bottom align  / my<g fm<.eiaùu 

26.  The Orientation tool changes the direction or angle of text inside a cell. / ÈYdk;s fuj,u u.ska 

iෛ ,hla ;=< we;s fmf<ys ÈYdj fyda fldaKh fjkia lrhs' 

27.  The equal sign (=) is used before a formula or function. / iQ;%hlg fyda Y%s;hlg fmr iudk ,l=K 

^}& Ndú;d lrhs' 
28.  The main arithmetic operators are:  m%Odk .‚;uh l%shdldrl jkafka( 

• + → Addition  / ¬ → tl;= lsÍu 

• → Subtraction  / - → wvq lsÍu 

• → Multiplication  / ³ → .=K lsÍu 

• / → Division  / $ → fn§u 

29.  The SUM function is used to find the total of a range of cells. / iෛ , mrdihl tl;=j fidhd 

.ekSug SUM  Y%s;h Ndú;d lrhs' 

30.  The AVERAGE function is used to find the average value of a range of cells. / iෛ , mrdihl 

idudkH w.h fidhd .ekSug AVERAGE  Y%s;h Ndú;d lrhs' 

31. The MAX function is used to find the highest value in a cell range. / iෛ , mrdihl we;s by<u 

w.h fidhd .ekSug MAX  Y%s;h Ndú;d lrhs' 

32.  The MIN function is used to find the lowest value in a cell range. / iෛ , mrdihl we;s wvqu 

w.h fidhd .ekSug MIN Y%s;h Ndú;d lrhs' 

33.  A chart is used to display spreadsheet data graphically. / iafm%âISÜ o;a; Ñ;%l wdldrfhka oelaùu 

i|yd m%ia;drhla Ndú;d lrhs' 
34.  Four types are:  

• Column chart  / ;Sre m%ia;drh 

• Line chart  / f¾Ld m%ia;drh 

• Pie chart  / jD;a; m%ia;drh 

• Bar chart  / nd¾ m%ia;drh 

Other types include Area charts, Scatter charts, and other charts. / fjk;a j¾. w;rg Area  

charts " Scatter  charts  iy fjk;a m%ia;dr j¾. we;=<;a fõ' 

35.  A column chart is used to represent spreadsheet data graphically using vertical columns. / isria 

;Sre Ndú;fhka iafm%âISÜ o;a; Ñ;%l f,i ksrEmKh lsÍug ;Sre m%ia;drhla Ndú;d lrhs' 
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36.  A pie chart is used to display data graphically as parts of a whole. / iïmQ¾K w.hl fldgia f,i 

o;a; Ñ;%l wdldrfhka oelaùug jD;a; m%ia;drhla Ndú;d lrhs' 
37.  A line chart displays data using points connected by lines and is useful for showing changes or 

trends. / f¾Ld igykla f¾Ld u.ska iïnkaO lr we;s ,laIH Ndú;d lrñka o;a; fmkajk w;r 

fjkialï fyda m%jK;d fmkaùug m%fhdackj;a fõ' 
38.  A bar chart displays data using horizontal bars. / ;Sre igykla ;sria ;Sre Ndú;d lrñka o;a; 

fmkajhs' 
39.  Formulas and functions are used to perform calculations and computations on spreadsheet data. / 

me;=reïm;a o;a; u; .Kkh lsÍï iy .Kkh lsÍï isÿ lsÍug iQ;% iy Y%s; Ndú;d lrhs' 

40.  A cell is a specific location defined by the intersection of a row and a column. / iෛ ,hla hkq 

fma<shl iy ;Srejl fþokh u.ska w¾: olajd we;s ksYaÑ; ia:dkhls' 

41. An individual cell is identified using its column name and row number. / ;ks iෛ ,hla tys ;Sre 

ku iy fma<s wxlh Ndú;fhka y÷kd .kS' 
42.  Common tools include New, Open, Print, Print Preview, Redo, Undo, Cut, Copy, Paste, and Spell 

Check. / fmdÿ fuj,ï w;rg kj" újD;" uqøKh" uqøK fmroiqk" kej; lrkak" wfydais 

lrkak" lmkak" msgm;a lrkak" w,jkak iy wlaIr úkHdih mÍlaId lrkak' 
43.  Bar charts, column charts, line charts, pie charts, area charts, and scatter charts can be used for 

data analysis. / ;Sre m%ia:dr" ;Sre m%ia:dr" f¾Ld m%ia:dr" mhs m%ia:dr" m%foaY m%ia:dr iy úisreï 

m%ia:dr we;=<;a fõ' 
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