SLOIPHIT(H SHMHSHHIEMELL LIELSMEVES SHLO LD
Tamil Nadu Open University
School of Continuing Education

Assignment
Programme Name : Short Term Course in Office Automation
Course Code : SPOA-11
Course Name : MS Office and Internet
Batch : AY 2024-25 & CY 2025
Maximum CIA Marks : 30 Marks
Answer all questions 3 x 10 =30 Marks

1. How were the setting formulas in Excel?
6T&H01F6V - 6V Gy b D TBIGEWET 6TLILILG HeWLOLILITUI?

2. Explain the Editing text documents.

2 DT 6UMTBIGENET 6T1q L 1g BI ClFieugeTLILIg allerddd.

3. Explain the Spread Sheet main menu tools.
Spread Sheet g eiremio Glosw & Halsewear allerd ds.

Note: Assignment (Internal) carries 30 Marks, consists of descriptive type of questions for each
Course (3 X 10 = 30 Marks). Learners are expected to write about 5 pages for assignment.
Submission of Assignment is compulsory. The Assignments are to be submitted to the
Programme Coordinator, School of Continuing Education, Academic Block, Tamil Nadu Open
University, No-577, Anna Salai, Saidapet, Chennai-600015.



SLOIPHIT(H SHMHSHHIEMELL LIELSMEVES SHLO LD
Tamil Nadu Open University

School of Continuing Education

Assignment
Programme Name : Short Term Course in Office Automation
Course Code : SPOA-P1
Course Name : MS Office - Practical
Batch - AY 2024-25 & CY 2025

Maximum CIA Marks : 30 Marks

1.

Answer all questions 3 x 10 =30 Marks

Describe about selecting presentation layouts and Drawing process using
draw, Adding Effect to the Presentation.

aMeTEHBHHTLF  HeTeuswLOLIL|EHM6TS CxTH 6l HILILIg) LoMHMILD
rreweult LweTUBSSH uwIHeL GlFwspewm, alleTdhdsda L dullsy
alleweremeud GailiLg LupHm! alleufldbseaLb.

Create Power Point Presentation (five slides) with animation Effects.
9 eflGagesir allsweraysenLer Lsui uruilenr LrFsrGL ager (2bha)

SVEMEV(HFHEMET) 2 (Th6UTd 6 LD.

. Create a word document and Type 3 Pages and format the Pages

Paragraph wise.
@(h ClFTL YaUMMTHMSH 2 (heUThsl 3 LSHSBIGMENTS S L Fa OlFiig|
LGS BISEMET LidD] euTTlTd 611q616»L0dH6LD.

Note: Assignment (Internal) carries 30 Marks, consists of descriptive type of questions for each
Course (3 X 10 = 30 Marks). Learners are expected to write about 5 pages for assignment.
Submission of Assignment is compulsory. The Assignments are to be submitted to the
Programme Coordinator, School of Continuing Education, Academic Block, Tamil Nadu Open
University, No-577, Anna Salai, Saidapet, Chennai-600015.



