
  

 

 

VOCATIONAL DIPLOMA EXAMINATION —  
JULY, 2022. 

(From CY – 2020 Onwards) 

OFFICE AUTOMATION 

Time : 3 hours Maximum marks : 70 

PART A — (3  3 = 9 marks) 

Answer any THREE questions out of five questions in 

100 words. 

All questions carry equal marks. 

1. How to edit text documents? 

 Eøμ BÁn[PøÍ GÆÁõÖ v¸zxÁx? 

2. Define paragraph formatting? 

 £zv ÁiÁø©¨ø£ Áøμ¯ÖUP.  

3. How to create table? 

 AmhÁønø¯ GÆÁõÖ E¸ÁõUSÁx? 
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4. How to present a power point? 

 £Áº £õ°smøh G¨£i •ßøÁ¨£x? 

5. How to insert a function? 

 J¸ ö\¯À£õmøh GÆÁõÖ ö\¸SÁx? 

PART B — (3  7 = 21 marks) 

Answer any three questions out of five questions in 200 
words. All questions carry equal marks 

6. Write short notes on Formatting documents? 

 BÁn[PøÍ ÁiÁø©¨£vÀ ]Ö SÔ¨¦PøÍ 

GÊxP.  

7. Explain alignments and formatting paragraph? 

 ^μø©¨¦PÒ ©ØÖ® ÁiÁø©¨¦ £zvø¯ ÂÍUSP. 

8. How to create a presentation? Explain 

 ÂÍUPU Põm]ø¯ GÆÁõÖ E¸ÁõUSÁx? ÂÍUSP. 

9. How to add effects to the presentation? Explain 

 ÂÍUPUPõm]°À ÂøÍÄPøÍ GÆÁõÖ ÷\º¨£x? 

ÂÍUSP. 

10. Explain locking cells and shortcut keys. 

 »õUQ[ ö\ÀPÒ ©ØÖ® åõºmPm RPøÍ ÂÍUSP. 
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PART C — (4  10 = 40 marks) 

Answer any FOUR questions out of SEVEN questions in 
500 words. All questions carry equal marks 

11. Explain setting margins and special symbols in 
detail.  

 Aø©¨¦ ÂÎ®¦PÒ ©ØÖ® ]Ó¨¦ ]ßÚ[PøÍ 

Â›ÁõP ÂÍUSP. 

12. Explain spell check and printing document.  

 GÊzx¨ ¤øÇ \›£õº¨¦ ©ØÖ® Aa]kuÀ 

BÁnzøu ÂÍUSP. 

13. Illustrate slides and layouts and formatting a 
presentation in detail.  

 ìø»kPÒ ©ØÖ® uÍÁø©¨¦PøÍ ÂÍUPÄ® ©ØÖ® 

ÂÍUPU Põm]ø¯ Â›ÁõP ÁiÁø©UPÄ®. 

14. How to set Animation effect and Transition effect? 
Explain. 

 AÛ÷©åß ÂøÍÄ ©ØÖ® ©õØÓ® ÂøÍøÁ 

GÆÁõÖ Aø©¨£x? ÂÍUSP. 

15. How to work with spreadsheet and how to enter 
and delete data? 

 Â›uõÐhß GÆÁõÖ ÷Áø» ö\´Áx ©ØÖ® uμøÁ 

EÒÎkÁx ©ØÖ® }USÁx G¨£i? 
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16. Describe mathematical operations in detail.  

 Pou ö\¯À£õkPøÍ Â›ÁõP ÂÁ›UPÄ®.  

17. Explain spreadsheet applications in detail.  

 Â›uõÒ £¯ß£õkPøÍ Â›ÁõP ÂÍUS[PÒ.  

——––––––––– 



 

  

 

 

VOCATIONAL DIPLOMA EXAMINATION —  
JULY 2022. 

Office Automation 

(From CY – 2020 Onwards) 

OPERATING SYSTEM AND INTERNET  

Time : 3 hours Maximum marks : 70 

PART A — (3 × 3 = 9 marks) 

Answer any THREE questions out of Five questions  
in 100 words. 

All questions carry equal marks. 

1. What is a Computer? 

 PoÛ GßÓõÀ GßÚ? 

2. What are the input and output devices? 

 EÒÏk ©ØÖ® öÁÎ±mk \õuÚ[PÒ GßÚ? 

3. What is a Recycle bin? 

 ©Ö_ÇØ] öuõmi GßÓõÀ GßÚ? 
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4. What is a control panel? 

 Psm÷μõÀ ÷£ÚÀ GßÓõÀ GßÚ? 

5. What is a GNU? 

 SÝ GßÓõÀ GßÚ?  

PART B — (3 × 7 = 21 marks) 

Answer any THREE questions out of Five questions  
in 200 words. 

All questions carry equal marks. 

6. Write the advantages and disadvantages of 
computers. 

 PoÛPÎß |ßø©PÒ ©ØÖ® wø©PøÍ GÊxP. 

7. Write short notes on components of a computer 
system. 

 PoÛ Aø©¨¤ß TÖPÒ £ØÔ¯ ]Ö SÔ¨¦PøÍ 
GÊxP. 

8. Explain desktop icons. 

 öhìUhõ¨ IPõßPøÍ ÂÍUSP. 

9. How to set common devices using control panel? 

 Pmk¨£õmk¨ £»Pzøu¨ £¯ß£kzv ö£õxÁõÚ 
\õuÚ[PøÍ GÆÁõÖ Aø©¨£x? 
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10. Write about real time and distributed time. 

 Esø©¯õÚ ÷|μ® ©ØÖ® Â{÷¯õQUP¨£mh 
÷|μ® £ØÔ GÊxP. 

PART C — (4 × 10 = 40 marks) 

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

All questions carry equal marks. 

11. Explain evolution of computers. 

 PoÛPÎß £›nõ© ÁÍºa]ø¯ ÂÍUSP. 

12. Explain features of windows and version of 
windows. 

 \õÍμ[PÎß A®\[PøÍ²®, Âs÷hõUPÎß 
£v¨ø£²® ÂÍUSP. 

13. Summarize window Accessories and program lists. 

 \õÍμ xønU P¸ÂPÒ ©ØÖ® {μÀ £mi¯ÀPøÍa 
_¸UP©õPa ÂÍUSP. 

14. Explain functions of operating system. 

 C¯UP •øÓø©°ß ö\¯À£õkPøÍ ÂÍUSP. 

15. Explain components and history of Linux. 

 ¼ÚUêß TÖPÒ ©ØÖ® Áμ»õØøÓ ÂÍUSP. 
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16. Explain types of operating system. 

 C¯UP •øÓø©°ß ÁøPPøÍ ÂÍUSP. 

17. Describe Accessing remote servers and 
manipulating files. 

 ›÷©õm \ºÁºPøÍ AqSÁøu²® ÷Põ¨¦PøÍ 
øP¯õÐÁøu²® ÂÍUSP. 

 

——––––––––– 



  

 

 

VOCATIONAL DIPLOMA EXAMINATION —  
JULY, 2022. 

[From CY – 2020 onwards] 

ACCOUNTING SOFTWARE 

Time : 3 hours Maximum marks : 70 

PART A — (3 × 3 = 9 marks) 

Answer any THREE questions out of Five questions in 
100 words. 

All questions carry equal marks. 

1. Define Accounting? 

 PnUQ¯ø» Áøμ¯Ö? 

2. What is a Journal? 

 áºÚÀ GßÓõÀ GßÚ? 

3. How to open Tally? 
 ÷h¼ø¯ G¨£i vÓ¨£x. 

4. Write the advantages of VAT. 

 VAT Cß |ßø©PøÍ GÊxP. 
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5. What is Petty cash book? 

 Smi £n ¦zuP® GßÓõÀ GßÚ? 

PART B — (3 × 7 = 21 marks) 

Answer any THREE questions out of Five questions  
in 200 words. 

All questions carry equal marks. 

6. Write short notes on Functions of Accounting. 

 PnUQ¯À ö\¯À£õkPÒ £ØÔ¯ ]Ö SÔ¨¦PøÍ 

GÊxP. 

7. Explain Accounting Conventions. 

 PnUQ¯À ©μ¦PøÍ ÂÍUSP. 

8. Write the benefits of Tally. 

 ÷h¼°ß £»ßPøÍ GÊxP. 

9. What are the types of Accounting Vouchers in 
Tally? 

 ÷h¼°À GßÚ ÁøP¯õÚ PnUQ¯À ÁÄa\ºPÒ 

EÒÍÚ? 

10. How can you create GST ledgers in Tally? 

 ÷h¼°À âGìi°ß ö»máºPøÍ G¨£i 

E¸ÁõUSÁx? 
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PART C — (4 × 10 = 40 marks) 

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

All questions carry equal marks. 

11. Write in detail about Classification of Accounts 
and Accounting standards? 

 PnUSPÎß ÁøP¨£õk ©ØÖ® PnUQ¯À 

uμ{ø»PÒ £ØÔ ÂÁ›ÁõP GÊxP. 

12. Explain preparation of Journal and ledger-cash-
book. 

 áºÚÀ ©ØÖ® ö»máº&£n ¦zuP® u¯õ›¨£x £ØÔ 

ÂÍUPÄ®. 

13. Explain Types of Inventory in detail. 

 \μUS ÁøPPøÍ Â›ÁõP ÂÍUSP. 

14. Illustrate Accounting Vouchers in Tally. 

 PnUQ¯À ÁÄa\ºPøÍ ÷h¼°À ÂÍUPÄ®.  

15. Explain in detail about Value Added Tax. 

 ©v¨¦ Tmh¨£mh Á› £ØÔ Â›ÁõP ÂÍUPÄ®. 
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16. Write in detail about benefits of GST. 

 âGìi°ß £»ßPÒ £ØÔ Â›ÁõP GÊxP. 

17. Explain in detail about Contra and Payment 
Voucher in Tally? 

 ÷h¼°À Põßmμõ ©ØÖ® ÷£ö©ßm  

 ÁÄa\º £ØÔ Â›ÁõP ÂÍUPÄ®. 

——––––––––– 


