VDOA-11X

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 @60 2 601 g QIemIBISmETS Sl(HSSIUSDSTE Lilg SEM6T 6T(LS6LD.
2. How will you save a file in MS Word?
MS Word @éd Gamismu eTeieury GaLbliiiiraer ?
3. What is the use of MS PowerPoint?
MS PowerPoint (@)6tT LILIGIT 6T6uT60T ?
4. Mention the steps of creating and opening MS PowerPoint presentations.
MS PowerPoint eller&assam Slaemer 2 meurddl Smiugmasrer Ligsamerd @GMILTL aLb.
5. How to copy a formula in MS Excel?

MS Excel @60 &,5515m5 BSGOLILG! 6TliLig ?

PART -B (3 x 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 @b symaserGeu 2 ater gL' L susmsmruiled GrHeuflenasemerd CalLsname LigSemer

elleufld & aLb.

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

MS Word @60 augaumisemears G&m@Gam@d allgauemLlLgn@GLmser Gl&wLsLpemmenil
allen S (GEISaT.

8. Highlight the steps to adding graphics to the presentation in MS PowerPoint.
MS PowerPoint @éd ellsrdadasr fullsy &lymised CaTlugnasmer LigHmer
wereflmaliLBgsaL.

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

MS PowerPoint @éd gyaflCageaT alsnere semer 2 (HeuTd@Geug) 6TliLig ? 2 STT6UoTLD

Qar(hHEISa6T.

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

allflamefled Qaed, euflema O CEEflenasmy aaamrn C&m@Eang ?



PART -C (4 x 10 = 40 Marks)

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

11.

12.

13.

14.

15.

16.

17.

Elaborate the different ways to alignments and formatting a MS-Word document.
MS-Word gyausmrgems Srmuiugn@t algamuiugn@d LG auflsmer alaiflssai.
Discuss the basic features of printing document in MS-Word 2010.

MS-Word 2010 @i gpeiemrsms Ii&sOagnsmsr jpliumL Jjbsmgmari Lnml
alleur SléseLb.

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

MS-Word @6 2 afer erpSgililleny wnmih @edssmrl Nempssmer saaury sflCsdaisar?
Examine the slides and layouts in MS PowerPoint.

MS PowerPoint @60 2 66T srosmeuBl&aT LmmID SHeTauemiolisemer yuie] Geuie]i.

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

MS PowerPoint ellers&asmlfulled wrmmd elemere semerd CaTlILSNSTET Lig Semem

GCamgl (h& ST (HmISET.

Estimate the different types of mathematical operations in MS Excel.

MS Excel @60 uedGeum) suemsiimer sewflg Gaweur(hiasemer wdiniab.

Demonstrate the hiding and locking cells in spreadsheet with example.

allflarefled 2 etenr Qassmer MGG LL (Houms TOSSSST BT alarssanL.



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.

Gauillius gjeE unml eTpsaLb.
2. What are the features of windows?

FMemIRISeaTleT 9IDEmIGET 6T60T60T?
3. Define: “Operating System”.

UMTILNISSLD: ~ @QIISS (LpmmenLD”.
4. Write down the history of Linux

edler&erd suTELTMEMM 6TLYSEULD
5. What is the use of IP address?

09 (paeuflufled LiweuT eTeureur?

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

6. Enumerate the evolution of computers.

gentleflsaflerr uflewormn auerT&Slemwd semrsSlHEISET.
7. Highlight the steps to working with Windows.

allsmrGLmenSL6ur Gouemen GlFuleugmame Ligsemer (pautaflsmeliLBlSSaL
8. Explain the use of start button and program lists in Windows.

elewrGLmerfled QamLds Qurgsmer wmmibd Blyed Ll wessaflsr LweTuT L ollor&HGriseT.
9. Summarize the functions of operating system.

Quiss pemmenLouiler GEweaITHEEMET &i(hS&eaLD.
10. Elucidate the editing and manipulating files in Linux system.

dleorsend senflefluilsd Camismens SlmsgIS0 LHMID MSWTERSH I SuainHemm
QzeflouBSsaLb.

PART - C (4 x 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.

sewtlel] gjemwolniled 2 eer LOGoum eusmawTar 2 aTafl(H FrgaTmIEmeT alloufldseaL.



12. Discuss the various types of printers with example.

o GmyenTSGIL 60T LedGeum) suemasiwimenr gF&lGurflsemers unml elleurdlssan.
13. Tllustrate the purpose of My Computer and Recycle bin.

My semileef] opmid wyispnd Qariipuilear Crréssma allsrsaaL.
14. Examine the steps for working with files and folders.

GCariyser wnmid CamiysmmaEbLeT LsmLFiub LipSemer gy TTwmiseT.
15. Outline the various types of operating systems.

LGN euESIWITET QUISES (Pmmem&mer GCamel (hd ST (HEISET.
16. Estimate the difference between Linux and UNIX.

leoraherd Lopmith wiesflserd @em G 2 eter ellGSlwurssma ST ayLb.
17. Conclude the functions of web servers and web protocols.

Qlememr CaemauwsEISaT LHMILD aueme CEMlemmaetlear QFwsLT@EmeT (LigsaeaiL.

Set - 11




VDOA-13X
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

. What are the functions of accounting?

GemT&&wedlerT QaweoLr(hseT 6TeuTeor ?

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

LIIGIT T &(Eha @S SnLaITaEhaEn GLedl QuerGurmeaflar QuTgsurar 9bemismens
GOILILayb.

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

Tally ERP-9 & dlmiugmarenr Ligenwl ereieumm QemL ki@ eig)?

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

Tally-ERP-9 @60 semrsalue oueysajsemend @GmliaLajb.

. How to check the trial balance of a company?

@ Hneuarsdlear Cargmenr @mlemu eTaeumm Fflumi&aseamn?

PART - B (3 x 7 = 21 Marks)

Answer any three questions out of five questions in 200 words

9.

. Describe the classification of accounts.

oG S6fler suensliur el elauflésea.

. Explain the steps to creation of company in Tally.

Tally FlmieusSema 2 (HeuTG6USNSTE Liggene 66T EGmiseT.

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

Tallyulled 2 aTer (pSaTemos G LMHNID GmemTs @Guenel ComuBSgmisaT.
How to create ledger in Tally ERP-9? Explain.
Tally ERP-9 @60 Gl spemiy 2 (peumé@eugi etliLip? elems@s.

10. Elucidate the purpose of view interest calculation report.

urTeme aully SeussSl B yMlsmawlar Crréssgsma GsaflaubisaL.



PART - C (4 x 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.
sifeuTed eTeuTLif] FleroL b Lommid Qe iy eteuTLfl SleLSems 2 HTTETTSSIL 60T UL QLD
12. Discuss the steps to alter and edit company details in Tally.

Tally @60 blmieussr eleurmigemer wrmm wHmId SlmSgGIusnSTeT Ligsemearl Limml
alleur SléseLb.

13. Ilustrate the display group under multiple groups in Tally.
Tally @b uev GuUdseflar &ip s dl @ume alar&saL.
14. Examine the different types of inventory.
LeOGeUN] QUMSIITEIT &IJ&(G)SEmer cﬂy)urrmréjasﬁfr.
15. Outline the recording Contra entry in double entry mode.
@ L meye| pammulsd Qréstiigm srerlm eearflaw Camel (hé s (Hkiser
16. Estimate the advantages of VAT over Sales Tax.
sllmuenerr eufleow el VAT et mevTemwgemer SllliHEiseT.
17. How to record a GST Purchase from unregistered dealer? Explain.

udley GeuiuLrg wafl blmEg GST aurmbi@Ggme ereleumn) Ldle| Cauieug)? allerss.

Set - 11




