SLDBTH SDHSBleMEVLI LIVEHNVSBLPILD
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 2022- 2023
Maximum Marks : 30 Marks

Long Answer Questions

(8 x 10 = 30 Marks)

1. Mention the different types of communication. Explain the types of
communication.

2. What are the common forms of communication?

3. Write a letter to your area counsellor to lay a cement road for your street.
State valid reason for laying road and give the current condition of the road in

your letter.

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.



SDBTH SDHSBEMEVLT LIVSHNVSEHLPSLD.
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 / suripsensenw Blireudd @ slmewiodsir
Batch : AY 2022 - 2023
Maximum Marks : 30 Marks

Long Answer Questions

aflfleumrsst aflewL_wierf

(3 x 10 = 30 Marks)

1. Explain about coping with shyness.
CeulsliLBSemev BlTeuslliug) upm! alleur].

2. Team formation and what are the functions of a team?
G MLGHH6V LMHMILD (1 & LpeeT CeuemeV&E6T WTemeu?

3. Explain the ten principles of managing problems positively.
/606 (e MUileT LT FFenaiTEHemar FLoTertlsseIbsTer Lidhdg! euLfl(Lpemmaener
allerd@Hb.

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 page for each Question. Submission of
Assignment is compulsory.



SDBTH SDHSBEMVLI LIVHNVSBLPSLD
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 / gy.fev 1" GL_rGoagesr
Batch AY 2022- 2023

Maximum Marks : 30 Marks

1.

Long Answer Questions

aflfleursst aflewL_werf

(3 X 10 = 30 Marks)

Briefly analyze creating a table of contents in Ms-Word.
Ms-Word@)sv QurherL_dbasid  speitemm 2 (heurd@eugl LHM  H(HBEBLOMTS

L@GLIUmiie) G\FuIu|BIserT.

. For example, write in detail about using average function in MS-Excel.

T(DSGIGHTL L TaH, MS-6185061F60 @60 armrefl GFwsvLT eoL_1 LiweTLBSSH S
upm! allfleurs eT(pHI%.

Explain in detail the process of adding graphics, images to a slide.
VMV 6L FlrmLilsen, UL miser GFiG@l OGlFwsvwperm umml eallfleurs
allerd & s.

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.



SDBTH SDHSBEMVLI LIVHNVSBLPSLD
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/ @u&és pewmenio HMILD
B)sweswTwitd

Batch . AY 2022-2023

Maximum Marks : 30 Marks

Long Answer Questions

aflfleumrsst aflewL_wierf

(3 X 10 = 30 Marks)

1. Briefly analyze the various icon used in Control Panel.
Henrl_Grmev CGuesredlsy LiweTLBHSHSLILIHID LVEam| & TemeTl LM

F(HSHBLOTH LIGLILTII6) ClFIg%.

2. Explain in detail about working with colors on paint brush.
Euullenr griflewaullsv susstTanTnisEnL 6T LiswflLfleug LHD! allfleurs

allerd & s.

3. Outline various computer languages in detail.

LsVGeumy sewflesf] Glomiflsswearts upm! allfleurdsds Carigl (Hdh HTL(Hb.

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.



SDBTH SDHSBEMVLI LIVHNVSBLPSLD
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 / g &seyssrig b1 Frii’ Geurr
Batch . AY 2022- 2023
Maximum Marks . 30 Marks

Long Answer Questions
ailfleurer aflem_wierf

(3 X 10 = 30 Marks)

1. Describe the steps involved in generating VAT documents and records.

QUTL. D 6UMTHBISET LHMILD LIGIOYHENET 2 (HeUTd G LD Lilg BleweVdhemer ailsui].

2. Write a note on ledger and balance sheet.

CuGr® wpmid @priumiie| Yslweel GBlSSI @b SDILIL 6T1LS5I%.

3. Elaborate the benefits of GST.

agleTev1g ulledt HedTewLoFHewar allfleursds gnm).

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 sheets for each question. Submission of
Assignment is compulsory.



