SHpETH SmESHlmel LeSmeassLpsLD
Tamil Nadu Open University
Chennai - 15
School of Continuing Education
Spot Assignment

Programme Name : Common for all Vocational Diploma Programmes
Course Code . LCS

Course Name . Life Coping Skills / umip&emaeni Blieudld @ SlmemLoger
Batch : CY 2023

Maximum CIA Marks : 30 Marks

Long Answer Questions

(3 x 10 = 30 Marks)

1. Compare the qualities of High and Low self Esteem.
2 Wihs LMHMID FTPHS Fri GlBaTTausSBler G amThisemer spLilf(h ClFiiss.
2. Tell about types of stress and the tips for managing stress
LOGT (RSB BI6T UHBEHET LOHMILD B|HEWEDT bl TeUSILILISDBTET 6uLdl(LpewMSH6T LD
Fn M.
3. What are the life skill required for work achievement
Gouemev GGYewev APLiLTs WrHM CHeWUUITET UTLDSHNS SIMEIT (W) (LPEH M 6T

wmremeu?



SHpETH SmESHlamel LeSmeassLsL
Tamil Nadu Open University
Chennai - 15
School of Continuing Education
Spot Assignment

Programme Name : Common for all Vocational Diploma Programmes
Course Code . CNS

Course Name : Communication skills

Batch : CY 2023

Maximum CIA Marks : 30 Marks

Long Answer Questions

(3 x10 = 30 Marks)

1. Explain the different types of Communication.

2. Describe the elements included in speech.

3. Write the ten principles for Leadership Communication



SDBTH SDHSBeMEVLI LIVHNVSEBLPISLD
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 / gy1ferv 91" GL_rGLoagesr
Batch . CY 2023
Maximum Marks : 30 Marks

Long Answer Questions

aflfleursst aflewL_werf

(3 X 10 = 30 Marks)

Explain about Creating and Opening documents and also Formatting page and

Setting Margins in MS Word.

9}, UERTHIGHENET 2_(H6UTHEHDH6V LHMILD SIMGHHD LPMILD LiddHE5eNG 611q 6160 LDSHDH60
wmmid alleflibysemer HewwsHs0 LMD aileur].

Write about Creating and opening presentations and also Formatting a
presentation in MS PowerPoint?

MS weui uruilenriged aNaTdadSTL FEHemar 2 (HUTHGSHN LHMID HMd 6V
wHmID aileTdssEETL Fenw aulgausmLdhHsd LD 6T(LHSHIS?

Describe about Spread Sheet and its Application and also Working with

Spreadsheets in MS Excel.

MS &0 Faflev allflgmsr wHmid Ssedr LweTUTH HMID 6Nlif%T6ras EhL_6dT
uewflyflged upm! elleur.

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 SDHSBeMEVLI LIVHNVSEBLPISLD
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/ @uiss wewmenio oHMILD
3)swewTwiid

Batch ;. CY 2023

Maximum Marks : 30 Marks

Long Answer Questions

aflfleumrsst aflewL_werf

(3 X 10 = 30 Marks)

(1). Explain about Applications of Computers and also the Advantages and

Disadvantages of Computers.
senfleflulledsr LiwsTUT(hHsT MHMID SHewflesflulledt HeTEWLOEHET LLHMILD HeWLOE6IT
umn) afleur.

(2). Write about various versions of windows and also Working with Files and
Folders.
allewr@Lmerv uglliyser wHMID CHTliyser OHMID >EUTVL THaflsy  Liswf]
yfluyib eilgid Lmm) 6TpgHIss.

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

2 eusarTalll susmew HMID WL wpHeulfl WHMID auewev CFemauuwisnbiGsT LHDI

alleur.

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 SDHSBeMEVLI LIVHNVSEBLPISLD
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 / odseaysrig i Fri Geuri
Batch : CY 2023
Maximum Marks . 30 Marks

(1).

(2).

Long Answer Questions

aflfleursst aflewL_werf

(3 X 10 = 30 Marks)

Explain about Single entry and double entry system of accounting and also
Accounting concept.

Pne»m USley LHMID Gl ewL_ Lgley eIl LMHMILD HevwTd @l Lglailiwisv
& (HdgI LMW afleur].

Write about Creation of Company in Tally and also how to Alter or Edit
Company Details in Tally.

GLedlulleb &1b6LIef] 2 (HourdEGHHeL wHMID BMieuest aileurmisst GLedluilsy
F(hSs1D GClFIHL LMD 6T(LPSGI%.

Describe about how to Create Ledger in Tally ERP-9 and also Accounting
vouchers in Tally.ERP-9.

GrLed ERP-9 6v srskisurmy GuGri_igsmesr 2_(heurd @ eug wnmib Gred ERP-9 v
9| &BH6YEUWTIY Bl U6 FFTHeT LMW aileur].

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.



SDBTH SDHSBEMEVL LIVEHNVSELPELD
Tamil Nadu Open University, Chennai
School of Continuing Education
Practical Assignment

Programme Name : Vocational Diploma in Office Automation
Course Code . VDOA-P11X

Course Name . Office Automation-Practical

Batch CY-2023

Maximum Marks . 30 Marks

1.

Practical Assignment 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

M GCeuliged HousTGems 2 (haurhsdl, O uUssBIGwer L1 6lFilg],
LUdBBIGT LUdbd eurfliirs eulgeuswwdgl, Ldbsh 260 10 suflseEnd@ Ljsvevl

QBTHSHHI, L L auswent S suflewgFssr wHMID 5 GpHeuflenFasenerd Ol (e L.

Create a Spread Sheet and Insert Tables and Par Diagram in Excel for 30
students name, age, subjects and marks secured.

30 wrewTeuisetlesr Ui, euwigl, UTLBIGET WHMID UTSHIGTHSLILIL L
wHOCLTHERSHE @ allflgmer af e 2 (HeaursHdl, eTH6lFL ()6
S| L_6UemEWTSH6IT LoHMILD (J)ewewT aueHILIL dewghd & (e Lb.

Create a Power Point presentation for 10 Slides and insert Charts and
Diagram in 3 Slides apply Animation Effects in each Slide.

10 ewemev(HsEndHHTer Lsui urullenr  aflerdssssTL Fepw 2 (HeuTdhd,
QeubleuT(H  VMVIID el CoageiT  eTooblLIGSL Gemers  LweTL(BHSHS 3

VMV (H &% 66D allardaLiLIL_BIgS6T LHMILD UDTLIL GMHF OlF(HHeaLD.

Note:

Practical Assignment (Internal): Practical Assignment carries 30 Marks,

consists of three questions for each Course (3 X 10 = 30 Marks). Learners are
expected to write about 3-5 pages in A4 sheet for each question. Submission of
Practical Assignment is compulsory.



SDBTH SDHSBEMEVL LIVEHNVSELPELD
Tamil Nadu Open University, Chennai
School of Continuing Education
Practical Assignment

Programme Name : Vocational Diploma in Office Automation
Course Code . VDOA-P12X

Course Name . Accounting Sofware-Practical

Batch . CY-2023

Maximum Marks . 30 Marks

Practical Assignment Questions

(3 X 10 = 30 Marks)

(1).Preparation of journal and ledger, Cash book, Two/double column cash book, Contra
entry, Treble/three column cash book, Petty cash book

prGer(® wHmb CuCr® swrflisev, uswis GOILGCUR , eheop @i UsHH uswis GBILCU®H
(Two/double column cash book), srewrigrr mewyey (Contra entry), cpsityy LGS uews GPILCU®
(Treble/three column cash book), fsvevenr Crréslt ysssd (Petty cash book)

(2).Creation of Company in Tally, Select Company in Tally. ERP 9, Tally. ERP 9 Displays,
Delete a company Step by step in brief, Shut Company option, Alter or Edit Company
Details in Tally,

GLedluflev &CueT 2 Hourh@Hse, BlniuaTsemns cphHey 6TaTSD sumiiliy,  BIMIUETID FTihs
aflouriisemer CLellulled esmmIseL, CLefluiled allourmisefley Flpssnisst CFilg LT eFHUL SHan Ll
Ussraflsmerayssr, SL_ef ERP-9eir 106 Lissfluilsd $lhdsmiser Gumbls rereug)

(3).Create Stock Item and Prepare VAT Reports

uTl Lgleyd @ CHeWerIW TEIT QY 6UTBIGST LOMHMILD 6UTL. N5 6» S 6T

Note: Practical Assignment (Internal): Practical Assignment carries 30 Marks,
consists of three questions for each Course (3 X 10 = 30 Marks). Learners are
expected to write about 3-5 pages in A4 sheet for each question. Submission of
Practical Assignment is compulsory.





