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1. Why are more businesses

transitioning to electronic document

management ?

(A) To increase paper usage

(B) Because paper is an efficient

way to manage information

(C) To reduce’costs and increase

efficiency

(D) To avoid technological

changes

2. Which component of an e-office is

primarily used for creating

documents for communication ?

(A) Scheduler

(B) Word Processor

(C) Database Management System

(D) Electronic Spreadsheet

3. Which expense is reduced by

implementing an e-file management

system ?

(A) Employee wages

(B) Office supplies like paper, ink,

and printers

(C) Marketing expenses

(D) Travel expenses

1. T;knkrj O;olk; bysDVªkWfud nLrkost

izca/ku esa ifjo£rr D;ksa dj jgs gSa \

(A) dkxt ds mi;ksx dks c<+kus ds fy,

(B) D;ksafd dkxt tkudkjh dk izca/ku

djus dk ,d dq'ky rjhdk gS

(C) ykxr de djus vkSj n{krk c<+kus

ds fy,

(D) rduhdh ifjorZuksa ls cpus ds

fy,

2. bZ&vkWfQl dk dkSu lk ?kVd eq[; :i

ls lapkj ds fy, nLrkost cukus ds fy,

mi;ksx fd;k tkrk gS \

(A) 'ksM~;wyj

(B) oMZ izkslslj

(C) MsVkcsl izca/ku iz.kkyh

(D) bysDVªkWfud LizsM'khV

3. bZ&Qkby izca/ku iz.kkyh dks ykxw djus ls

dkSu lk [kpZ de gks tkrk gS \

(A) deZpkjh etnwjh

(B) dk;kZy; dh vkiw£r tSls dkxt]

L;kgh vkSj fizaVj

(C) foi.ku O;;

(D) ;k=k O;;
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4. What is the primary function of

Google Docs ?

(A) Image editing

(B) Word processing and

collaborative document editing

(C) Audio editing

(D) Video storage

5. DigiLocker is an online service

provided by which organization ?

(A) Reserve Bank of India

(B) Ministry of Electronics and

Information Technology

(MeitY)

(C) Ministry of Finance

(D) UIDAI

6. What is the first step in the

DigiLocker sign-up process ?

(A) Click on ‘Sign Up’

(B) Sign in with a mobile number

(C) Enter OTP

(D) Enter Username and Password

7. Which of the following is an

example of a cloud service for file

sharing ?

(A) Dropbox

(B) Gnutella

(C) Telnet

(D) Yahoo! Mail

4. xwxy MkWDl dk izkFkfed dk;Z D;k gS \

(A) Nfo laiknu

(B) oMZ izkslsflax vkSj lg;ksxh nLrkost

laiknu

(C) vkWfM;ks lainku

(D) ohfM;ks Hk.Mkj.k

5. fMthykWdj fdl laxBu }kjk iznku dh

tkus okyh ,d vkWuykbu lsok gS \

(A) Hkkjrh; fjtoZ cSad

(B) bysDVªkWfuDl vkSj lwpuk izkS|ksfxdh

ea=ky; (MeitY)

(C) foÙk ea=ky;

(D) ;wvkbZMh,vkbZ

6. fMftykWdj lkbu&vi izfØ;k esa igyk
pj.k D;k gS \

(A) ^lkbu&vi* ij fDyd djsa

(B) eksckby uacj ls lkbu bu djsa

(C) vksVhih ntZ djsa

(D) mi;ksxdrkZ uke vkSj ikloMZ ntZ
djsa

7. fuEufyf[kr esa ls dkSu lk Qkby lk>kdj.k

ds fy, DykmM lsok dk ,d mnkgj.k

gS \

(A) MªkWickWDl

(B) XuqVsyk

(C) VsyusV

(D) ;kgw! esy
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8. Board meetings are typically chaired

by :

(A) The CEO

(B) The Company Secretary

(C) The Shareholder

(D) The Chairman of the board

9. Which meeting is required by law

for companies to discuss special

reports ?

(A) Statutory meeting

(B) Informal meeting

(C) General meeting

(D) Celebration

10. What information is not typically

included in a notice of meeting ?

(A) List of attendees and their

backgrounds

(B) Purpose and agenda of the

meeting

(C) Date, time, and place of the

meeting

(D) Name of the organization

8. cksMZ dh cSBdksa dh v/;{krk vkerkSj ij

fdlds }kjk dh tkrh gS %

(A) lhbZvks

(B) dEiuh lfpo

(C) 'ks;j/kkjd

(D) cksMZ dk v/;{k

9. dEifu;ksa ds fy, fo'ks"k fjiksVZ ij ppkZ

djus ds fy, dkuwu }kjk dkSu lh cSBd

vko';d gS \

(A) oS/kkfud cSBd

(B) vukSipkfjd cSBd

(C) vke cSBd

(D) mRlo

10. cSBd dh lwpuk esa vkerkSj ij dkSu lh

tkudkjh 'kkfey ugha gksrh gS \

(A) mifLFkr yksxksa dh lwph vkSj mudh

i`"BHkwfe

(B) cSBd dk mís'; vkSj ,tsaMk

(C) cSBd dh frfFk] le; vkSj LFkku

(D) laxBu dk uke
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11. What is an agenda ?

(A) A list of activities in order for

a meeting

(B) A record of meeting minutes

(C) A summary of past meetings

(D) A list of attendees

12. What is a resolution ?

(A) A proposed motion at a

meeting

(B) An informal decision made by

a chairman

(C) The final form of a decision

after voting on a motion

(D) A draft for discussion

purposes only

13. What is a “Resolution by

Circulation” ?

(A) A resolution that requires a

three-fourths majority

(B) A resolution that needs special

notice

(C) A resolution passed without

holding a meeting by

circulating the draft

(D) A resolution only for annual

meetings

11. ,tsaMk D;k gS \

(A) ,d cSBd ds fy, Øe esa

xfrfof/k;ksa dh ,d lwph

(B) cSBd ds feuVksa dk fjdkWMZ

(C) fiNyh cSBdksa dk lkjka'k

(D) mifLFkr yksxksa dh ,d lwph

12. ,d ladYi D;k gS \

(A) ,d cSBd esa ,d izLrkfor izLrko

(B) ,d v/;{k }kjk fd;k x;k ,d

vukSipkfjd fu.kZ;

(C) fdlh izLrko ij ernku ds ckn

fu.kZ; dk vafre :i

(D) dsoy ppkZ ds mís';ksa ds fy, ,d

elkSnk

13. ^^ifjlapj.k }kjk ladYi** D;k gS \

(A) ,d izLrko ftlds fy, rhu&pkSFkkbZ

cgqer dh vko';drk gksrh gS

(B) ,d ladYi ftls fo'ks"k uksfVl dh

vko';drk gS

(C) izk:i dks izlkfjr djds cSBd fd,

fcuk ikfjr fd;k x;k izLrko

(D) dsoy ok£"kd cSBdksa ds fy, ,d

ladYi
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14. What are ”minutes” in the context

of a meeting ?

(A) The agenda of the meeting

(B) The action items for the next

meeting

(C) The summary of the speaker’s

biography

(D) The written record of events

and decisions from a meeting

15. In business abbreviations, ‘FY’

refers to :

(A) Fiscal Year

(B) Final Year

(C) Future Yield

(D) Financial Yield

16. Which of the following is NOT a

primary resource in a Management

Information System (MIS) ?

(A) People

(B) Information

(C) Technology

(D) Inventory

14. cSBd ds lanHkZ esa ^^feuV** D;k

gSa \

(A) cSBd dk ,tsaMk

(B) vxyh cSBd ds fy, dkjZokbZ

vkbVe

(C) oDrk dh thouh dk lkjka'k

(D) ,d cSBd ls ?kVukvksa vkSj fu.kZ;ksa

dk fyf[kr fjdkWMZ

15. O;kolkf;d laf{kIrk{kjksa esa] ‘FY’fuEu dks

lan£Hkr djrk gS %

(A) foÙkh; o"kZ

(B) vafre o"kZ

(C) ¶;wpj ;hYM

(D) foÙkh; ;hYM

16. izca/ku lwpuk iz.kkyh (MIS) esa

fuEufyf[kr esa ls dkSu lk izkFkfed lalk/ku

ugha gS \

(A) yksx

(B) tkudkjh

(C) izkS|ksfxdh

(D) bUosaVjh
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17. MIS is crucial for an organization

because it :

(A) Solely focuses on technical

issues

(B) Emphasizes management

decision-making

(C) Only reports financial data

(D) Avoids evaluating

performance

18. What gives a company a

competitive advantage using

information technology ?

(A) The amount of technology they

have

(B) The cost of the technology

(C) The innovative use of

technology

(D) The age of the technology

19. Information management is

primarily about :

(A) Only storing data securely

(B) Collecting, storing, and

sharing information

throughout its life cycle

(C) Minimizing the cost of data

storage

(D) Limiting access to information

17. MIS fdlh laxBu ds fy, egRoiw.kZ gS

D;ksafd ;g \

(A) dsoy rduhdh eqíksa ij /;ku dsafær

djrk gS

(B) izca/ku ds fu.kZ;&fuekZ.k ij tksj

nsrk gS

(C) dsoy foÙkh; MsVk dh fjiksVZ djrk gS

(D) dk;Z{kerk dk ewY;kadu djus ls

cprk gS

18. fdlh dEiuh dks izfrLi/kkZRed ykHk fdl

rjg feyrk gS \

(A) muds ikl fdruh rduhd gS

(B) rduhd dh ykxr ls

(C) rduhd ds jpukRed mi;ksx ls

(D) rduhd dh mez ls

19. lwpuk izca/ku dk eq[; mís'; D;k gS \

(A) dsoy MsVk dks lqjf{kr :i laxzfgr

djuk

(B) thou pØ esa tkudkjh dks ,df=r]

laxzghr vkSj lk>k djuk

(C) MsVk laxzg.k dh ykxr dks de djuk

(D) tkudkjh rd igqap dks lhfer djuk
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20. What is decision-making ?

(A) A cognitive process

(B) A random process

(C) An emotional response

(D) A physical action

21. What is the final step in the

decision-making process ?

(A) Brainstorming

(B) Selecting Alternatives

(C) Execution

(D) Evaluation of Results

22. Which feature allows electronic files

to display information graphically ?

(A) Pictures

(B) Web links

(C) Charts

(D) Metadata

23. What does CMS stand for ?

(A) Central Management System

(B) Control Management Software

(C) Content Management System

(D) Content Maintenance

Software

20. fu.kZ;&fuekZ.k D;k gS \

(A) ,d ;kn`fPNd izfØ;k

(B) ,d laKkukRed izfØ;k

(C) ,d HkkoukRed izfrfØ;k

(D) ,d 'kkjhfjd fØ;k

21. fu.kZ;&fuekZ.k izfØ;k dk vafre pj.k D;k

gS \

(A) eaFku djuk

(B) fodYiksa dk p;u

(C) fu"iknu

(D) ifj.kkeksa dk ewY;kadu

22. dkSu lk Qhpj bysDVªkWfud Qkbyksa esa

tkudkjh dks xzkfQdy :i esa fn[kkus dh

vuqefr nsrk gS \

(A) fp=

(B) osc fyad

(C) pkVZ

(D) esVkMsVk

23. CMS dk iwjk :i D;k gS \

(A) lsaVªy eSustesaV flLVe

(B) daVªksy eSustesaV lkW¶Vos;j

(C) daVsaV eSustesaV flLVe

(D) daVsaV esaVsusal lkW¶Vos;j
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24. buesa ls dkSu lk ,d vksiu&lkslZ Qkby

eSustesaV flLVe gS \

(A) pCloud (ihDykmM)

(B) Worldox (oYMZMkWDl)

(C) Knowledge Tree (Kku o`{k)

(D) HubSpot (gcLikWV)

25. ,d odZ¶yks eSustesaV flLVe dh eq[;

fo'ks"krk D;k gS \

(A) nLrkost laxzg.k

(B) dk;Z izn'kZu fuxjkuh

(C) Nfo LdSfuax

(D) lkexzh laxzg.k

26. bZ&xous±l esa ‘e’ dk D;k vFkZ gS \

(A) ,fQf'k,alh

(B) bysDVªkWfud

(C) bZth

(D) ,aVjizkbt

27. dkSu lk ekWMy ljdkj vkSj ukxfjdksa ds

chp laidZ LFkkfir djrk gS \

(A) G2G

(B) G2B

(C) G2C

(D) G2E

24. Which of the following is an open-

source file management system ?

(A) pCloud

(B) Worldox

(C) Knowledge Tree

(D) HubSpot

25. What is the primary feature of a

Workflow Management System ?

(A) Document storage

(B) Task performance monitoring

(C) Image scanning

(D) Content archiving

26. What does the ‘e’ in e-Governance

stand for ?

(A) Efficiency

(B) Electronic

(C) Easy

(D) Enterprise

27. Which model of e-Governance

involves interaction between

government and citizens ?

(A) G2G

(B) G2B

(C) G2C

(D) G2E
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28. Which of the following is NOT a

benefit of e-Governance ?

(A) Increased Transparency

(B) Simplified Processes

(C) Improved Efficiency

(D) Reduced Accountability

29. What is the primary purpose of

Google Forms ?

(A) To create presentations

(B) To send emails

(C) To create surveys and quizzes

(D) To write documents

30. How can Google Forms responses

be shared ?

(A) Only via email

(B) Via email, social media, or

direct links

(C) Only through Google Drive

(D) None of the above

31. Which feature in Google Forms

allows collaborators to edit the

form ?

(A) “Add Collaborators option”

(B) “Get pre-filled link”

(C) “Send” button

(D) “Link to spreadsheet”

28. fuEufyf[kr esa ls dkSu bZ&xous±l dk ykHk

ugha gS \

(A) ikjn£'krk esa o`f¼

(B) izfØ;kvksa dk ljyhdj.k

(C) n{krk esa lq/kkj

(D) tokcnsgh esa deh

29. Google Forms dk eq[; mís'; D;k gS \

(A) izfLrqfr;k¡ cukuk

(B) bZesy Hkstuk

(C) losZ{k.k vkSj fDot+ cukuk

(D) nLrksot+ fy[kuk

30. Goole Forms izfrfØ;kvksa dks dSls lk>k

fd;k tk ldrk gS \

(A) dsoy bZesy ds ek/;e ls

(B) bZesy] lks'ky ehfM;k] ;k Mk;jsDV

fyad ds ek/;e ls

(C) dsoy xwxy Mªkbo ds ek/;e ls

(D) buesa ls dksbZ ugha

31. dkSu lh lqfo/kk Google Forms esa

laikndksa dks tksM+us dh vuqefr nsrh gS \

(A) “Add Collaborators” fodYi

(B) “Get pre-filled link”

(C) “Send” cVu

(D) “Link to spreadsheet”
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32. dkSu lk Vwy mi;ksxdrkZvksa dks lg;ksx

djus] cSBdsa fu/kkZfjr djus vkSj LØhu

lk>k djus dh vuqefr nsrk gS \

(A) G Suite

(B) Trello

(C) ezTalks Meetings

(D) Google Keep

33. dkSu lk ,si VkLd izca/ku ds fy, fjekbaMj]

le; lhek vkSj gS'kVSx tSlh lqfo/kk,¡ iznku

djrk gS \

(A) Wunderlist

(B) Google Tasks

(C) Suru

(D) Any.do

34. fdl ,si dks Astrid ds dksM ls iqu%

cuk;k x;k Fkk \

(A) Suru

(B) Tasks.org

(C) Google Keep

(D) One List

32. Which tool allows users to

collaborate, schedule meetings, and

share screens ?

(A) G Suite

(B) Trello

(C) ezTalks Meetings

(D) Google Keep

33. Which app provides features like

reminders, due dates, and hashtags

for task management ?

(A) Wunderlist

(B) Google Tasks

(C) Suru

(D) Any.do

34. Which app was recreated from the

code of Astrid ?

(A) Suru

(B) Tasks.org

(C) Google Keep

(D) One List
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35. For how long can you hold a

meeting on the free version of

Google Meet ?

(A) 30 minutes

(B) 45 minutes

(C) 90 minutes

(D) 60 minutes

36. What is the primary purpose of data

security ?

(A) To increase company profits

(B) To protect sensitive and

valuable data

(C) To create more storage space

(D) To reduce employee numbers

37. What is the primary concern with

fake data generation in big data

security ?

(A) It can lead to unauthorized

access to databases

(B) It enhances data accuracy for

analytics

(C) It undermines data quality,

affecting analysis outcomes

(D) It slows down data processing

speed

35. vki Google Meet ds eq¶r laLdj.k ij

fdruh nsj rd cSBd dj ldrs gSa \

(A) 30 feuV

(B) 45 feuV

(C) 90 feuV

(D) 60 feuV

36. MsVk lqj{kk dk eq[; mís'; D;k gS \

(A) dEiuh ds equkQs dks c<+kuk

(B) laonsu'khy vkSj ewY;oku MsVk dh

lqj{kk djuk

(C) vf/kd Hk.Mkj.k LFkku cukuk

(D) deZpkfj;ksa dh la[;k dks de djuk

37. fcx MsVk lqj{kk esa udyh MsVk mRiék gksus

dh eq[; fpark D;k gS \

(A) ;g MsVkcsl rd vuf/kÏr igaqp

dh vuqefr nsrk gS

(B) ;g fo'ys"k.k ds fy, MsVk lVhdrk

dks c<+kok gS

(C) ;g MsVk xq.koÙkk dks de djrk gS]

fo'ys"k.k ifj.kkeksa dks izHkkfor djrk

gS

(D) ;g MsVk izlaLdj.k dh xfr dks /khek

djrk gS
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38. Why is cryptographic protection

often ignored in big data ?

(A) Lack of awareness

(B) It slows down data processing

(C) Too costly to implement

(D) It is outdated

39. What is E-banking ?

(A) Electronic delivery of banking

services

(B) Branch-based banking

(C) Loan application only

(D) Physical transactions only

40. Which act regulates internet banking

in India ?

(A) IT Act, 2000

(B) Banking Act, 1995

(C) Cyber Act, 2010

(D) RBI Act, 1934

38. fcx MsVk esa fØIVksxzkfQd lqj{kk dks vDlj

D;ksa utjvankt fd;k tkrk gS \

(A) tkx:drk dh deh

(B) ;g MsVk izlaLdj.k dks /khek dj

nsrk gS

(C) ykxw djus esa vf/kd ykxr vkrh gS

(D) ;g iqjkuh rduhd gS

39. bZ&cSafdax D;k gS \

(A) cSafdax lsokvksa dk bysDVªkWfud

forj.k

(B) 'kk[kk&vk/kkfjr cSfdax

(C) dsoy ½.k vkosnu

(D) dsoy HkkSfrd ysunsu

40. Hkkjr esa baVjusV cSafdax dks dkSu lk

vf/kfu;e fu;af=r djrk gS \

(A) vkbZVh vf/kfu;e] 2000

(B) cSafdax vf/kfu;e] 1995

(C) lkbcj vf/kfu;e] 2010

(D) vkjchvkbZ vf/kfu;e] 1934
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Rough Work/jQ dk;Z



A–1317 EOM–301 ( 16 ) P.T.O.

Rough Work/jQ dk;Z


