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Important Instructions :

1.

This paper consists of 40 Multiple
Choice Questions (M.C.Q.). All
questions are compulsory and carry
1 mark each. There is not negative
marking.

Each question has four alternative
responses marked (A), (B), (C) and
(D). You have to choose an
appropriate answer option and
mark it on the OMR sheet.

For marking answers on OMR
sheet, follow the detailed instructions
given on the OMR Sheet.

Use only Blue or Black ball point
pen for marking on OMR.

A-1317 EOM-301

(1)

Hewergut frder :

1.

9 UII-9A § 40 Sgfasmeda ged
g1 |l ge et € 9 v wee 1
3Tk 1 T T SR o oIy ik T
IS SR |

T&® I3 & IR I fawed (A),
(B), (C) wd (D) few 7w &1 ekl
SR IR feehed w1 A6 T I
M TAIR. I W 3iferd HE B

S.TH.STR. YU T 3799 TRl ST !
fafea s & fou yos1 = sifed few
T T HIfST |

... R fag 7 & faw saa

et =1 Fre ot @ise U9 w1 8
THHT HITT |

P.T.O.



A-1317 EOM-301 (2) PTO.



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

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
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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
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What is the primary function of
Google Docs ?

(A) Image editing

(B) Word processing and
collaborative document editing

(C) Audio editing
(D) Video storage

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

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

Which of the following is an
example of a cloud service for file
sharing ?

(A) Dropbox

(B) Gnutella

(C) Telnet

(D) Yahoo! Mail
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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
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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

purposes only

discussion

13.

A-1317

What is a

Circulation” ?

“Resolution by

(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
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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
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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) Awvoids 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
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primarily about :
(A)
(B)

Only storing data securely

Collecting, storing, and
sharing information
throughout its life cycle
(C) Minimizing the cost of data
storage

(D)

Limiting access to information
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20.

What is decision-making ?
(A)
(B)
(©)
(D)

A cognitive process
A random process
An emotional response

A physical action

21.

What is the final step in the

decision-making process ?
(A)
(B)
©)
(D)

Brainstorming
Selecting Alternatives
Execution

Evaluation of Results

22,

Which feature allows electronic files
to display information graphically ?
(A) Pictures
(B)
(®)

(D)

Web links
Charts

Metadata

23.
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What does CMS stand for ?
(A)
(B)
(®)
(D)

Central Management System
Control Management Software
Content Management System

Content Maintenance
Software
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24. Which of the following is an open-

source file management system ?

(A)
(B)
(©)
(D)

pCloud
Worldox
Knowledge Tree

HubSpot

25. What is the primary feature of a

Workflow Management System ?

(A)
(B)
(©)
(D)

Document storage
Task performance monitoring
Image scanning

Content archiving

26. What does the ‘e’ in e-Governance

stand for ?

(A)
(B)
(©)
(D)

Efficiency
Electronic
Easy

Enterprise

27. Which model of e-Governance

involves

interaction  between

government and citizens ?

(A)
(B)
(©)
(D)
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G2G
G2B
G2C
G2E
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28.

Which of the following is NOT a
benefit of e-Governance ?

(A)
(B)
(©)
(D)

Increased Transparency
Simplified Processes
Improved Efficiency

Reduced Accountability

29.

What is the primary purpose of
Google Forms ?

(A)
(B)
(©)
(D)

To create presentations
To send emails
To create surveys and quizzes

To write documents

30.

How can Google Forms responses
be shared ?

(A)
(B)

Only via email

Via email, social media, or
direct links

(©)
(D)

Only through Google Drive

None of the above

31.
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Which feature in Google Forms
allows collaborators to edit the
form ?

(A)
(B)
(©)
(D)

“Add Collaborators option”
“Get pre-filled link”
“Send” button

“Link to spreadsheet”
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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.
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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
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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) Itis 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.
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Which act regulates internet banking
in India ?

(A) IT Act, 2000

(B) Banking Act, 1995

(C) Cyber Act, 2010

(D) RBI Act, 1934
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