DIP-A-1771 VDOA-11X

VOCATIONAL DIPLOMA EXAMINATION —
JULY, 2022.

(From CY — 2020 Onwards)
OFFICE AUTOMATION

Time : 3 hours Maximum marks : 70

PART A — (8 x 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?

2 NI Y, CUMTBIGEET cTeLeUTN S(HSFHIeUF?

2. Define paragraph formatting?

LSS allgeueLIENL GUEHTULIMI&HS.

3. How to create table?

S L_GUGMETENL GTEUGUMN) 2 (HeUM&HGHeUg]?



How to present a power point?

velm umuileTl_enL eTUiLlg. (PpeTenaULILIg)?

How to insert a function?

& GlFweoumenL ereueumm OlFm@eug?

PART B — (8 x 7 =21 marks)

Answer any three questions out of five questions in 200

10.

words. All questions carry equal marks

Write short notes on Formatting documents?
Spelammbigmer  aligelabliugled  fAm @oHllysamen
CT(LPGIS.

Explain alignments and formatting paragraph?

Erenoliys6T HMID ey ULl UGSt allerd@s.

How to create a presentation? Explain

cller&Eas ST Fenwl eTeueUmn 2 (HeuTHEeugl? ellens@s.

How to add effects to the presentation? Explain

cllergssam Sulldr allenereysener ereueumm GamliLig)?
cAlemd: @s.

Explain locking cells and shortcut keys.

&S n QFsdr wHmID agmil sl Ssemar allerdEs.
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PART C — (4 x 10 = 40 marks)

Answer any FOUR questions out of SEVEN questions in

11.

12.

13.

14.

15.

500 words. All questions carry equal marks
Explain setting margins and special symbols in
detail.

Sjenoliy]  efleflbyser wHML Aol  Herarmisamen
cflfleuras elemd@a.

Explain spell check and printing document.
psgIl  Wenyp  sflumily  wHmbd  FEHSO
DEUMTEHENS 61611 5.

Ilustrate slides and layouts and formatting a
presentation in detail.

aVena (H&ET LOHMILD HeTeUaLOLIL|EE6T clemdsHe|b LHMILD
Mersss sridlepw cilfleuns 6ulg eUMmLDESHELD.

How to set Animation effect and Transition effect?
Explain.

SalGoager elenerey LOHMID WLIHOD  6SlaneTaney
ereueUMMl enoliLig)? efleTéEs.

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

eflflsmenLer ereueurm Gouaned GFlieug LHMHID SFenel
2 arafl(heugy Hmib BEEeug erlitig ?
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16.

17.

Describe mathematical operations in detail.

sentls HFwdurhsmer allifleurs efleufléseyb.

Explain spreadsheet applications in detail.

edlflgmer LweLT(hEemear allifleurs ellaTé @ misET.
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DIP-A-1772 VDOA-12X

VOCATIONAL DIPLOMA EXAMINATION —
JULY 2022.

Office Automation
(From CY — 2020 Onwards)
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.

All questions carry equal marks.

1.  Whatis a Computer?

sawtlafl eretmmed eresen ?

2. What are the input and output devices?

2 eef(® wHmid QeuelluiL () FTsahisGET eTee ?

3.  What is a Recycle bin?
DNIFPHE QFTLIq GTETHMED GTabre ?



What is a control panel?
seTL_Grmed Cuerd ereTmmed eresen ?
What is a GNU?

G GTETHTE) GTEHTET ?

PART B — (3 x 7= 21 marks)

Answer any THREE questions out of Five questions

in 200 words.
All questions carry equal marks.

Write the advantages and disadvantages of
computers.

senflaflsefler perenoser wHOHID SMDSEMET 6T(LHSIs.

Write short notes on components of a computer
system.

santlafl ewliber smmger upHlu fAn GDoysemer
T(PGIS.

Explain desktop icons.

QLev&LMI gETemsHemar 68le6Ts@Hs.
How to set common devices using control panel?

sLGUUT_ (U uessms uwearl(Biss Curgeirer
FTSSTHBIG®ET GTAIITH HENLDLILIG|?
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10.

Write about real time and distributed time.
o amenowrer  Crrd  womb  eNHCurGsir L

Gy LD eT(pgIs.

PART C — (4 x 10 = 40 marks)

Answer any FOUR questions out of Seven questions

11.

12.

13.

14.

15.

in 500 words.
All questions carry equal marks.

Explain evolution of computers.

sanflaflgafler Liflenmo cueriéflanw allerd@s.

Explain features of windows and version of
windows.

gmeryiigef er S| DFBIGEGTUYLD, MNerGLméa el 6o
udliieuyb elerd@s.

Summarize window Accessories and program lists.
FTemy glenews &medsar wHmb By UL igwidsamens
F(HESLMGE NeTs .

Explain functions of operating system.

Quss weperuler CFuduThasamer clerd@s.

Explain components and history of Linux.

sdlansallen sam&er HmID euFTHern ellerd@s.
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16.

17.

Explain types of operating system.

WéS (pemenLUller euanssanem odleTd@®Hs.
e (G

Describe  Accessing remote  servers and
manipulating files.

MG sreursmer amiGaumswubd CariLsamer
MSWLITEREUMSILD 66T 35 .
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DIP-A-1773 VDOA-13X

VOCATIONAL DIPLOMA EXAMINATION —
JULY, 2022.

[From CY — 2020 onwards]
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.

All questions carry equal marks.

1. Define Accounting?

SETHS L GUETLIM ?
2. What is a Journal?
EDITEITED TGN 6D GTEIIEHT

3. How to open Tally?
CLellepw eriiLig SimLinig).

4. Write the advantages of VAT.
VAT @én parreniosener er(pgis.



5.

10.

What is Petty cash book?

GL g LIGHT L|SS&LD TEIMITC) 6TCITE ?
PART B — (3 x 7 =21 marks)

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

All questions carry equal marks.

Write short notes on Functions of Accounting.
samsdwe Cewour@hser updlu HAn GOl smer
T(PSIS.

Explain Accounting Conventions.

SETHSHE LOILIGENET 6ll6TsEs.

Write the benefits of Tally.

CLaluldlen LIeOETSHemer 6T(LpFis.

What are the types of Accounting Vouchers in
Tally?

CLefluGed eratier GUESWITET SET&HSLID I |FFTSHET
2 GG ?

How can you create GST ledgers in Tally?

CLedulley sfleraviquilesr Gl syisener  eTliLlg
2_(HEUTE G eS| ?
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PART C — (4 x 10 = 40 marks)

Answer any FOUR questions out of Seven questions

11.

12.

13.

14.

15.

in 500 words.
All questions carry equal marks.

Write in detail about Classification of Accounts
and Accounting standards?

sas@satien  euanslIUm(h LOMHMILD SATES 6D
sylenevser unl elleuleurs eT(pgis.

Explain preparation of Journal and ledger-cash-
book.

soffemmed LMD Qe sor-ueamr Lgssn swmiliug ubml
eNeT&HeYLD.

Explain Types of Inventory in detail.
F185G auamasemer allflaurs cilersEs.
INlustrate Accounting Vouchers in Tally.
sa&dwe ala|Faraamer GLalulled eNerdseyLh.
Explain in detail about Value Added Tax.

UL sl L Oul L eufl upbl ellfleurs ellarsse]ib.

3 DIP-A-1773



16.

17.

Write in detail about benefits of GST.

sfleravig uiler Lavemger LIHMH edlfeuns er(pg)s.

Explain in detail about Contra and Payment
Voucher in Tally?

Credlufled el wmmb CuGlwer

cueygem umml edlfleurs elleTdsalLd.
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