SLDBTH SDHSBlEMEVLI LIVEHNVEHELPSLD
Tamil Nadu Open University, Chennai
School of Continuing Education

Assignment
Programme Name : Vocational Diploma in Office Automation
Course Code : VDOA-11X
Course Name . Office Automation / oyifeiv @i GL_rGioager
Batch : AY 2023-24 & CY 2024
Maximum CIA marks  : 30 Marks
Answer all questions 3 x 10 = 30 Marks

1. Explain the steps to create & edit a document in MS word
o1& Crmamiil gyilev Ceur(h )6V p(h Y UMTHMS 2_(HEUTHS LOMHMILD

B (HSSHIUSNHTET LILGHEDET 616 &H%.

2. Mention the steps in MS Word to create a sample class time table.
U@Ll GBI L L uensTenil 2_(HauTdhd ewindhGrmamiil gyLilerv Ceui(h §)sv

2 _6iTar LIy &Hemerd &MLl eyLb.

3. Describe about Spread Sheet and its Application and also working with
Spread sheets in MS Excel.

wL&HCrramriil. gyLilenw sthaseflsy allflgmer HMID 9 HeT LweTUT(H LHMILD

allfgmerssemnL_eT LiswtlLflgev Lmm) efleur].

Note: Assignment (Internal): Assignment carries 30 Marks, consists of three
descriptive type of questions for each Course (3 X 10 = 30 Marks). Learners are
expected to write 3-5 pages in A4 sheet for each Question. Submission of
Assignment is compulsory.



SLDBTH SDHSBlEMEVLI LIVEHNVEHELPSLD
Tamil Nadu Open University, Chennai
School of Continuing Education

Assignment
Programme Name : Vocational Diploma in Office Automation
Course Code : VDOA-12X
Course Name : Operating System and Internet/ Qués wewpenio
LHMILD (F)ewevvTiLiLD
Batch : AY 2023-24 & CY 2024
Maximum CIA marks  : 30 Marks
Answer all questions 3 x 10 = 30 Marks

1. How computers are classified. Explain each of them.
S ewsflevflH6iT 6TeeuTM) euenSHLILIRGHSLILI(HHBTMET. Hjemeu  6p6iGleuTsTem HU|LD
allerd s eyLb.

2. Briefly explain the role of operating system
@ uidas (1pewMEWLOUNGT LIBINS Fr(hdhHLOTSE 66T d (kI 6T

3. Describe about World Wide Web (www) and IP address.
2 _sugerralw suswev (WWW) wpmiid IP wpaseuf ump) efleuildsseyid

Note: Assignment (Internal): Assignment carries 30 Marks, consists of three
descriptive type of questions for each Course (3 X 10 = 30 Marks). Learners are
expected to write 3-5 pages in A4 sheet for each Question. Submission of
Assignment is compulsory.



LN SOPETO FDHSHNLI LSS EHLPSID
! . Tamil Nadu Open University, Chennai
School of Continuing Education

Assignment
Programme Name : Vocational Diploma in Office Automation
Course Code : VDOA-13X
Course Name : Accounting Software / oy s e ssrig i Frii’ Geur
Batch : AY 2023-24 & CY 2024
Maximum CIA marks  : 30 Marks
Answer all questions 3 x 10 = 30 Marks

1. What are the roles of computers in accounting?
& 0TS A w6016V & 6uvtlevt] S 6637 LimiF, 6T6dT6T ?

2. Explain the concept of accounting and how Tally software facilitates
accounting processes.

& 6307 & 5] LI 6V ummlu & (D D% 61T LoH M) LD & 6307 & 5] I 6V
CFwesvpewmeswer Tally GueT@ummsr steusurmy stofllHTHGHSINGI
6TEITLIENS al61Td> %6 LD.

3. Discuss the importance of financial statements in Tally and how they aid
in decision-making for businesses.
Tally @)sv 2 _sirer BlFplewev o Mlsemssaflsit (pEHlwdgioutd HMILD
611 63011 55 161 & (61h & &> T 63T (LpLg- Cleu(HILILIgl6V S| eM6U 6TelEUT M)

2 _geFlTmert eTedTLISWS LI LMY ell6rd %6y LD.

Note: Assignment (Internal): Assignment carries 30 Marks, consists of
three descriptive type of questions for each Course (3 X 10 = 30 Marks).
Learners are expected to write 3-5 pages in A4 sheet for each Question. Submission
of Assignment is compulsory.



SLDBTH SDHSBlEMEVLI LIVEHNVEHELPSLD
Tamil Nadu Open University, Chennai
School of Continuing Education

Assignment
Programme Name : Common for all Vocational Diploma Programmes
Course Code : LCS-1X
Course Name : Life Coping Skills / euripsenamewwt blieudsls @b $menLoder
Batch : AY 2023-24 & CY 24 Batch
Maximum CIA Marks : 30 Marks
Answer all questions (3 x 10 = 30 Marks)

1. Write about Motivation and De-Motivating Factors.

207G 51D LOMMILD 27535 L0163T6M LD TS H T T 6wt H 6T LIDM] 6T(LpSI.

2. Explain about Characteristics of Leadership and the Various kinds of Leaders.
BHEWEVEHLDGH S| 6U SHI6T (&H6WTBIGET LMHMILD LIVS6UD)| 6UEHSHIITET HeweVeuTHemar Lipm]

3.  What are the Strategies for Managing Conflicts?

WPIeRTUTL DL FLomafld@Ld eulfl(Lpewm&6T wWrTeneu?

Note: Assignment (Internal): Assignment carries 30 Marks, consists of three descriptive
type of questions for each Course (3 X 10 = 30 Marks). Learners are expected to write 3-5
pages in A4 sheet for each Question. Submission of Assignment is compulsory.



SLDBTH SDHSBlEMEVLI LIVEHNVEHELPSLD
Tamil Nadu Open University, Chennai
School of Continuing Education

Assignment
Programme Name : Common for all Vocational Diploma Programmes
Course Code : CNS-1X
Course Name : Communication skills
Batch . AY 2023-24 & CY 2024
Maximum CIA Marks : 30 Marks
Answer all questions (3 x 10 = 30 Marks)

1. Explain the different types of Communication.

2. Explain the important parameters in Group Discussion.

3. How to prepare for a Telephonic Interview.

Note: Assignment (Internal): Assignment carries 30 Marks, consists of three descriptive
type of questions for each Course (3 X 10 = 30 Marks). Learners are expected to write 3-5
pages in A4 sheet for each Question. Submission of Assignment is compulsory.



SLDBTH SDHSBlEMEVLI LIVEHNVEHELPSLD
Tamil Nadu Open University, Chennai
School of Continuing Education

Assignment
Programme Name : Vocational Diploma in Office Automation
Course Code : VDOA-P11X
Course Name . Office Automation-Practical
Batch : AY 2023-24 & CY 2024
Maximum CIA marks  : 30 Marks
Answer all questions 3 x 10 = 30 Marks

1. Create a Word Document and Type 5 Pages, format the Pages Paragraph
wise and give bullets for 10 lines in Page 2 and Insert a table 5 rows and 5
columns.

@ Couil. aENTHMS 2 (HeUTHE O LIGHBIGMETS S L Fa CFUIG, LIGHBIS6T
ugbd eurflwrs  euigeuswwhsayd wHMIL ussd 2 @ 10 auflseEpdE
VUL Sobemerd  OlaThdhgs O euflewsssr wopmib 5 GrGHeuflewssswers

CFHB6YLD.

2. Create a Spread Sheet and Insert Tables and Par Diagram in Excel for 20
students name, age, subjects and marks secured.

20 wrewreuisaflesr  Quwir,  euwg, UTLBISeT wHMID  Qupliul L
wHICuaTHEREE m evl6lrl  eaflewL 2 (heurddl, e1H0lFL (e

L L_suememTenwl Swimi GlFuiuieyLb.

3. Create a Power Point presentation for 10 Slides and insert Charts and
Diagram in 3 Slides apply Animation Effects in each Slide.

10 evemev(hsEndbsTeer Lsui urullenrl.  alloTdsssTL FAeww 2 (HeuTdhd),
paubleurh  svemeVigVID Y flGagsst  allewereysemarts  LwsTLRSGS]

alleTdhaLILIL Bigewerd OlFHeHeaLb

Note: Assignment (Internal): Assignment carries 30 Marks, consists of three
descriptive type of questions for each Course (3 X 10 = 30 Marks). Learners are
expected to write 3-5 pages in A4 sheet for each Question. Submission of
Assignment is compulsory.



SLDBTH SDHSBlEMEVLI LIVEHNVEHELPSLD
Tamil Nadu Open University, Chennai
School of Continuing Education

Assignment
Programme Name : Vocational Diploma in Office Automation
Course Code : VDOA-P12X
Course Name : Accounting Software-Practical.
Batch : AY 2023-24 & CY 2024
Maximum CIA marks  : 30 Marks
Answer all questions 3 x 10 = 30 Marks

1. Prepare journal and ledger, Cash book, Two/double column cash book,
Contra entry, Treble/three column cash book, Petty cash book.

@ iesTey WHMID Gl g, uewTll Ldbsa, @)rent®/@rienL i LGs LiewTL
YdsaLD, &Terlgm ererl i, L Griilsr/cpsrn usbsl uewTl Ldbsbad, &L igll
LTl bbb Hdlweunenmd Tally Clereummsr Clsresnst(® swimfldsseayib.

2. How to insert a new Company name in Tally; Select the Company name
in Tally. ERP 9. Show the steps to display and edit the company details in
Tally.

Tallyuilsv s yslw BlmieussrsGlesr Cuwsnr steusurm GFma@eug; Tally @ev
pimieueTsFler Cuwenrs GCasibbls®Babsayn. ERP 9. flmjsuer alleurmissner
Tallyuilev srenriilés wHmIb F(HbaiusHETERT Lilgsemerd ST (h%.

3. Create a stock item and prepare VAT reports.
m Ourmer @mlswusmw 2 Heurshd HsnE VAT  gblsmassamens
SwrifldaseyLb.

Note: Assignment (Internal): Assignment carries 30 Marks, consists of three
descriptive type of questions for each Course (3 X 10 = 30 Marks). Learners are
expected to write 3-5 pages in A4 sheet for each Question. Submission of
Assignment is compulsory.





