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Vocational Diploma Examination, July 2024 

Office Automation  

Time: 3 Hours             Maximum Marks: 70  

PART – A                                        (3 X 3 = 9 marks) 

Answer any THREE questions out of five Questions in 100 words 

1. Write down the steps to editing text documents in MS Word. 

    MS Word  ,y; ciu Mtzq;fisj; jpUj;Jtjw;fhd gbfis vOjTk;. 

2. How will you save a file in MS Word? 

    MS Word  ,y; Nfhg;ig vt;thW Nrkpg;gPh;fs;? 

3. What is the use of MS PowerPoint? 

    MS PowerPoint   ,d; gad; vd;d? 

4. Mention the steps of creating and opening MS PowerPoint presentations. 

MS PowerPoint  tpsf;ff;fhl;rpfis cUthf;fp jpwg;gjw;fhd gbfisf; Fwpg;gplTk;. 

5. How to copy a formula in MS Excel? 

    MS Excel  ,y; R+j;jpuj;ij efnyLg;gJ vg;gb? 
 

PART - B                                   (3  7 = 21 Marks) 

Answer any three questions out of five questions in 200 words 
 

6. Describe the steps to add columns to an existing table in MS Word. 

MS Word  ,y; Vw;fdNt cs;s ml;ltizapy; neLtupirfisr; Nru;g;gjw;fhd gbfis 

tptupf;fTk;. 

7. Explain the procedure for insert and format shapes in MS Word. 

MS Word  ,y; tbtq;fisr; nrUFtw;Fk; tbtikg;gjw;Fkhd nray;Kiwia 

tpsf;Fq;fs;. 

8. Highlight the steps to adding graphics to the presentation in MS PowerPoint. 

MS PowerPoint  ,y; tpsf;ff;fhl;rpapy; fpuhgpf;]; Nru;g;gjw;fhd gbfis 

Kd;dpiyg;gLj;jTk;. 

9. How to create an animation effects in MS PowerPoint? Give example. 

MS PowerPoint  ,y; mdpNk\d; tpisTfis cUthf;FtJ vg;gb? cjhuzk; 

nfhLq;fs;. 

10. How to insert a cell, row and column in a Spread Sheet? 

   tpupjhspy; nry;> tupir kw;Wk; neLtupiria vt;thW nrUFtJ?  



PART – C                                     (4  10 = 40 Marks) 

Answer any Four questions out of Seven questions in 500 words. 
 

11. Elaborate the different ways to alignments and formatting a MS-Word document. 

MS-Word  Mtzj;ij rPuikg;gjw;Fk; tbtikg;gjw;Fk; gy;NtW topfis tptupf;fTk;. 

12. Discuss the basic features of printing document in MS-Word 2010. 

MS-Word 2010 ,y; Mtzj;ij mr;rLtjw;fhd mbg;gil mk;rq;fisg; gw;wp 

tpthjpf;fTk;. 

13. How will you correct the spelling and grammatical mistakes in MS-Word? 

MS-Word  ,y; cs;s vOj;Jg;gpio kw;Wk; ,yf;fzg; gpiofis vt;thW rupnra;tPu;fs;? 

14. Examine the slides and layouts in MS PowerPoint. 

MS PowerPoint ,y; cs;s ];iyLfs; kw;Wk; jstikg;Gfis Ma;T nra;aTk;. 

15. Outline the steps to adding transition effects to MS PowerPoint presentation. 

MS PowerPoint  tpsf;ff;fhl;rpapy; khw;wk; tpisTfisr; Nru;g;gjw;fhd gbfis 

Nfhbl;Lf; fhl;Lq;fs;. 

16. Estimate the different types of mathematical operations in MS Excel. 

      MS Excel ,y; gy;NtW tifahd fzpj nray;ghLfis kjpg;gplTk;. 

17. Demonstrate the hiding and locking cells in spreadsheet with example. 

tpupjhspy; cs;s nry;fis kiwj;J G+l;Ltij vLj;Jf;fhl;Lld; tpsf;fTk;.  

 

 

 

 

 



VDOA-12X  
 

Vocational Diploma Examination, July 2024 

Office Automation 

Operating System and Internet 
Time: 3 Hours             Maximum Marks: 70  

Part – A (3 X 3 = 9 marks) 

 
Answer any THREE questions out of five Questions in 100 words 

1. Comment on Storage Unit. 

  Nrkpg;gf myF gw;wp vOjTk;.  

2. What are the features of windows? 

  rhsuq;fspd; mk;rq;fs; vd;d?  

3. Define: “Operating System”. 

  tiuaWf;fTk;: “ ,af;f Kiwik”. 

4. Write down the history of Linux 

  ypdf;]; tuyhw;iw vOjTk; 

5. What is the use of IP address? 

  Igp Kftupapd; gad; vd;d? 

PART - B (3  7 = 21 Marks) 
Answer any three questions out of five questions in 200 words 

6. Enumerate the evolution of computers. 

  fzpdpfspd; gupzhk tsu;r;rpiaf; fzf;fpLq;fs;. 

7. Highlight the steps to working with Windows. 

  tpz;Nlh]Pld; Ntiy nra;tjw;fhd gbfis Kd;dpiyg;gLj;jTk; 

8. Explain the use of start button and program lists in Windows. 

tpz;Nlh]py; njhlf;f nghj;jhd; kw;Wk; epuy; gl;bay;fspd; gad;ghl;il tpsf;Fq;fs;. 

9. Summarize the functions of operating system. 

  ,af;f Kiwikapd; nray;thLfis RUf;fTk;. 

10. Elucidate the editing and manipulating files in Linux system. 

ypdf;]; fzpdpapy; Nfhg;Gfisj; jpUj;Jjy; kw;Wk; ifahSjy; Mfpatw;iw 
njspTgLj;jTk;. 

PART - C (4  10 = 40 Marks) 
Answer any Four questions out of Seven questions in 500 words. 

 

11. Elaborate the different types of input devices in computer system. 

fzpdp mikg;gpy; cs;s gy;NtW tifahd cs;sPl;L rhjdq;fis tptupf;fTk;. 



12. Discuss the various types of printers with example. 

Cjhuzj;Jld; gy;NtW tifahd mr;Rg;nghwpfisg; gw;wp tpthjpf;fTk;. 

13. Illustrate the purpose of My Computer and Recycle bin. 

   My fzpdp kw;Wk; kWRow;rp njhl;bapd; Nehf;fj;ij tpsf;fTk;. 

14. Examine the steps for working with files and folders. 

   Nfhg;Gfs; kw;Wk; Nfhg;GiwfSld; gzpGupAk; gbfis MuhAq;fs;.  

15. Outline the various types of operating systems. 

   gy;NtW tifahd ,af;f Kiwikfis Nfhbl;Lf; fhl;Lq;fs;. 

16. Estimate the difference between Linux and UNIX. 

   ypdf;]; kw;Wk; Adpf;]; ,ilNa cs;s tpj;jpahrj;ij kjpg;gplTk;. 

17. Conclude the functions of web servers and web protocols. 

,iza Nritafq;fs; kw;Wk; tiy newpKiwfspd; nray;ghLfis Kbf;fTk;. 
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Vocational Diploma Examination, July 2024 

Office Automation 

Accounting Software 
Time: 3 Hours             Maximum Marks: 70  

Part – A (3 X 3 = 9 marks) 

Answer any THREE questions out of five Questions in 100 words 
 

1. What are the functions of accounting?  

  fzf;fpaypd; nray;ghLfs; vd;d? 

2. State the general features of tally software for users and learners. 

gadu;fSf;Fk; fw;gtu;fSf;Fk; Nlyp nkd;nghUspd; nghJthd mk;rq;fisf; 
Fwpg;gplTk;. 

3. How to starting step to open Tally ERP-9? 

    Tally ERP-9 I jpwg;gjw;fhd gbia vt;thW njhlq;FtJ? 

4. Mention the accounting vouchers in Tally-ERP-9. 

    Tally-ERP-9 ,y; fzf;fpay; tTr;ru;fisf; Fwpg;gplTk;. 

5. How to check the trial balance of a company? 

  xU epWtdj;jpd; Nrhjid ,Ug;ig vt;thW rupghu;f;fyhk;? 

 

PART - B (3  7 = 21 Marks) 

Answer any three questions out of five questions in 200 words 
 

6. Describe the classification of accounts. 

  fzf;Ffspd; tifg;ghl;il tptupf;fTk;. 

7. Explain the steps to creation of company in Tally. 

  Tally epWtdj;ij cUthf;Ftjw;fhd gbfis tpsf;Fq;fs;. 

8. Distinguish between the primary group and sub group in Tally. 

Tallyapy; cs;s Kjd;ikf; FO kw;Wk; Jizf; FOit NtWgLj;Jq;fs;. 

9. How to create ledger in Tally ERP-9? Explain. 

   Tally ERP-9 ,y; nyl;[iu cUthf;FtJ vg;gb? tpsf;Ff. 

10. Elucidate the purpose of view interest calculation report. 

   ghu;it tl;b fzf;fPl;L mwpf;ifapd; Nehf;fj;ij njspTgLj;jTk;.  

 

 

 



PART - C (4  10 = 40 Marks) 

Answer any Four questions out of Seven questions in 500 words. 
 

11. Compare the journal entry system and ledger entry system with example. 

[u;dy; vd;l;up rp];lk; kw;Wk; nyl;[u; vd;l;up rp]lj;ij cjhuzj;Jld; xg;gplTk;. 

12. Discuss the steps to alter and edit company details in Tally. 

Tally ,y; epWtd tptuq;fis khw;w kw;Wk; jpUj;Jtjw;fhd gbfisg; gw;wp 
tpthjpf;fTk;. 

13. Illustrate the display group under multiple groups in Tally. 

      Tally ,y; gy FOf;fspd; fPo; fhl;rp FOit tpsf;fTk;. 

14. Examine the different types of inventory. 

   gy;NtW tifahd ruf;Ffis MuhAq;fs;. 

15. Outline the recording Contra entry in double entry mode. 

,ul;il EioT Kiwapy; nuf;fhu;bq; fhd;l;uh vd;upia Nfhbl;Lf; fhl;Lq;fs; 

16. Estimate the advantages of VAT over Sales Tax. 

   tpw;gid tupia tpl VAT ,d; ed;ikfis kjpg;gpLq;fs;. 

17. How to record a GST Purchase from unregistered dealer? Explain. 

gjpT nra;ag;glhj ByuplkpUe;J  GST thq;Fjiy vt;thW gjpT nra;tJ? tpsf;f. 
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