SOIPHITEH HMHSHIEM6EVLI LISLSMEVEH&HLNSLD
Tamil Nadu Open University

School of Continuing Education

Assignment
Programme Name : Common for all Vocational Diploma Programmes
Course Code : CNS-1X
Course Name : Communication Skills
Batch : AY 2024-25 & CY 2025
Maximum CIA marks : 30 Marks
Answer all questions 3 x 10 = 30 Marks

1. What are the common forms of Communication?

2. why group testing is important? write about the Parameters on Group discussion.

3. write the principles for leadership Communication.

Note:  Assignment (Internal) - Assignment carries 30 Marks, consists of three
descriptive types 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.



SOIPHITEH HMHSHIEM6EVLI LISLSMEVEH&HLNSLD
Tamil Nadu Open University

School of Continuing Education

Assignment
Programme Name : Common for all Vocational Diploma Programmes
Course Code : LCS-1X
Course Name : Life Coping Skills / eurmpsengenul Hijeudé@Ld Simenins e
Batch : AY 2024-25 & CY 2025
Maximum CIA marks : 30 Marks
Answer all questions 3 x 10 = 30 Marks

1. Qeumm QUMIUGMHSITET STTEEENGET WiTeneU? eXN6uif]

What explain are the factors for success?

2. GBijLoemM 6T6516uuILD LOHMILD @e0&ems Hijerauiisge0 Lmm 61(LpSIS
Explain about Positive thinking and Goal Setting.

3. Geaumey &Lpemev AMUILNTE MMM CHEMEUUITET QUTLDEMSSSMET HETWIE (LM SH6IT
WITEm6L?

what are the life skill required for work achievement?

Note:  Assignment (Internal) - Assignment carries 30 Marks, consists of three
descriptive types 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.



SOIPHITEH HMHSHIEM6EVLI LISLSMEVEH&HLNSLD
Tamil Nadu Open University

School of Continuing Education

Assignment
Programme Name : Vocational Diploma in Office Automation
Course Code : VDOA-11X
Course Name : Office Automation / gyl5erv gL GL TGLO660T
Batch : AY 2024 -25 & CY 2025

Maximum CIA marks  : 30 Marks

Long Questions

3 x 10 = 30 Marks

1. Explain the steps to create & edit a document in MS word
wwsCrrariil.  gyLilev  Geouiigsl @@  YoUMTHNS 2 (HoUTHS  LOHMILD

B (HSSHIUSNHTET LILGHEDET 616 &H%.

2. Mention the steps in MS Word to create a bill book
TS USSHSMSB 2 (houTdhd emwdhErreriil g iilew Ceui® G)sL 2 _sirer
LI H6w6rds @GmILILIL_eyLb.

3. Describe about Spread Sheet and its Application and also working with
Spread sheets in MS Excel.
wL&HCrramiil gyLilenw sthaseflsy allflgmer HMID 9 HesrT LweTLT(H LHMILD

allfgmessemL_er LiswtlLflgev Lmm) efleur].

Note:  Assignment (Internal) - Assignment carries 30 Marks, consists of three
descriptive types 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.



SOIPHITEH HMHSHIEM6EVLI LISLSMEVEH&HLNSLD
Tamil Nadu Open University

School of Continuing Education

Assignment
Programme Name : Vocational Diploma in Office Automation
Course Code : VDOA-12X
Course Name : Operating System and Internet/ Q168 (LHemMEMLD
LOMHMILD @6mesuriLiLD
Batch : AY 2024 -25 & CY 2025

Maximum CIA marks  : 30 Marks

Long Questions
3 x 10 = 30 Marks

1. What is an Operating System (OS)? Explain the main functions of an OS.
Qudss wpeomior (OS) eresrmmev stesrerr? spih OS @)evr 1pdsdlw QFwsvLIT(HHemer

alleTdHeyLD.

2. Explain the concept of multitasking and how an OS handles multiple

processes running at the same time.
uev GlFwensv PCr CHrdhdley @)wd @ eug| 6TeiTD %(Hdbens allerdsayb. spm OS
sTliLg eV GFwedgHewer @Cr CHrdhdlsy enswrersng?

3. Describe about World Wide Web (www) and IP address

2 _sugerraiw suswsv (WWW) wpmiib IP waeui ump)) efleuildsseyid

Note:  Assignment (Internal) - Assignment carries 30 Marks, consists of three
descriptive types 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.



SOIPHITEH HMHSHIEM6EVLI LISLSMEVEH&HLNSLD
Tamil Nadu Open University

School of Continuing Education

Assignment
Programme Name : Vocational Diploma in Office Automation
Course Code : VDOA-13X
Course Name . Accounting Software / 91586 68oTlq Ml FTLL Geuiy
Batch : AY 2024 -25 & CY 2025

Maximum CIA marks  : 30 Marks

Long Questions
3 x 10 = 30 Marks

. What is accounting software? Discuss its role in managing financial records

and transactions.
HeTES L (h  GeTOLITHT 6TadTMTED 6T6iresr? @& Bl LiGleydssir  LOHMILD

ufleuigsHemersEemer BlieudLILIBleV H6iT Likiewds aileufldEsEeaLb.

Compare and contrast manual accounting with computerized accounting.
Discuss the advantages and disadvantages of using accounting software over
traditional methods.

WBSH0BTMVS HewTdd (h LOHMID SHewflesl] FHewrsds®H @ewLGur spliLil_eyib.
umgouflu (LPEDM & E1H 5 & LTHMHTS HeTdHE L (H) GLoesTGILIT(Hewer

LT (HGSIUSET FTHE LITHEBIENSET alleufldhseyLb.

Describe the different types of accounting software available in the market.
Provide examples of popular accounting software and their key features.

FhewHUile WL SHbdmlgll  HewThb L () OGlweartlur Ll seaflear  algsmisenear
allerdasald. LNTLeVTesT GewTdd LB ClLosiTGILIT(HeTHefl6dT 2 5T renTBisenaru|Ld,

UM MI6IT (LPIHBIWI H|LDFBIHENETU|LD 61 LPHBISH6EYLD.

Note:

Assignment (Internal) - Assignment carries 30 Marks, consists of three

descriptive types 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.



SOIPHITEH HMHSHIEM6EVLI LISLSMEVEH&HLNSLD
Tamil Nadu Open University

School of Continuing Education

Assignment
Programme Name : Vocational Diploma in Office Automation
Course Code : VDOA-P11X
Course Name . Office Automation-Practical
Batch : AY 2024 -25 & CY 2025

Maximum CIA marks  : 30 Marks

1.

Practical Questions
3 x 10 = 30 Marks

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. aTHMS 2 (HeUTHE O LIGHBIGMOTS S L Fa ClFUIGI, LIGHBIS6T
ugbd eurflwrs  euigeuswwdsayd wHMIL ussd 2 @ 10 uflseEpdE
VUL SoHemerd  OlaThdhgs O  euflewsssr wopmib 5 GrdHeuflenssewers

CFHB6YLD.

. Create a Spread Sheet and Insert Tables and Par Diagram in Excel for 20

students name, age, subjects and marks secured
20 wrewrsuiseaflesr  Quuwir,  euwg, UTLBIGeT wHMID  Qupliul L
wHIGuaTHEEREE m evl6lrl  eaflewL 2 (heurddl, e1H0lFL (e

L L_suememTenwl Swimi GlFuiuieyLb.

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 Lsuir urullenrl.  allaTdsssSTL Feww 2 (HeuTdhd),
paubleurh  svemeVigVID Y aflGagsst  alleweareysemarts  LwsTLRGS]

alleTdhaLILIL BiGewerd OlFHoHeayLb.

Note:  Assignment (Internal) - Assignment carries 30 Marks, consists of three
descriptive types 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.



SOIPHITEH HMHSHIEM6EVLI LISLSMEVEH&HLNSLD
Tamil Nadu Open University

School of Continuing Education

Assignment
Programme Name : Vocational Diploma in Office Automation
Course Code : VDOA-P12X
Course Name : Accounting Software-Practical.
Batch : AY 2024 -25 & CY 2025

Maximum CIA marks : 30 Marks
Practical Questions

3 x 10 = 30 Marks

1. Create a new company in accounting software 7ALLY and set up the chart of
accounts. Include common categories like assets, liabilities, income, and
expenses.
seTdhb L Gwerelurmer TALLY epws GQareant®), @ ySw Blniousrsens
2 (HeUT&HE, HMTHE UL IGWeneD YewEEa . @)Flsv Cumgieursr Lilifleyser

(2_arrewrors, CFTHEIH6T, &L GTH6T, au(HLTETLD, ClFeVaysH6T) CFidahayLb.

2. Record a simple transaction in the accounting software: purchase of inventory
on credit. Include the vendor details, inventory items, quantities, and costs.
seTdhb L Cwearelurmeflsy s staflw Lflauissemerenw LHley CFUIweyLD:
sLasflev FréE@ surni@Gss0. VENDOR afleurmiger, #ré@ GLmmerssr, ojereydssr

wHmIb aflewevser CFidsEeayLD.

3. Create a stock item and prepare VAT reports.
m Ourmer @ mplewusmw 2 Hoursd snE& VAT giflsenssenerd
SWTH&HH6YLD.

Note:  Assignment (Internal) - Assignment carries 30 Marks, consists of three
descriptive types 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.



