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CVDMM (N)-201

Applications of E-Office Management Tools

Examination February, 2026

Time : 2:00 Hrs. Max. Marks : 70

Note :— This paper is of Seventy (70) marks divided into
Two (02) Sections ‘A’ and ‘B’. Attempt the
questions contained in these Sections according to
the detailed instructions given therein. Candidates
should limit their answers to the questions on the
given answer sheet. No additional (B) answer

sheet will be issued.
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Section—A
(@us-=h)
Long Answer Type Questions

(& 3T uve) (2x19=38)

Note :— Section ‘A’ contains Five (05) Long-answer
type questions of Nineteen (19) marks each.
Learners are required to answer any two (02)
questions only.
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1. What is the modern concept of office ? State its
characteristics. Why the office is sometimes called the

service department ?
MYk STTRE T TTHRON 921 § ? Tegfaes ARy i
fargroramd srarey | AR o1 Hefi-sheft Ta fawm == e
SR ?

2. State and explain the functions of office management ?
SARE TreHe & HE 1 oAy T8 THEy |

3.  What do you mean by mail ? Explain incoming and

outgoing mails.
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4.  What is Computer Network ? Define different types of
computer network component.
HI AeTeh FI § ? HEHK AT & o9 TR T
3ITeh Heh! I TR i |

5. Explain the tenn e-Commerce. Explain different types
of e-Commerce models.
3-HY VR I GHARY | 3-FHiAH & fafv= gaR &
HiSell sl q9AT |

Section-B
(TUs-)
Short Answer Type Questions
(1Y I T9) (4x8=32)

Note :— Section ‘B’ contains Eight (08) Short-answer type
questions of Eight (08) marks each. Learners are
required to answer any four (04) questions only.
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1. Explain e-Payment system.

S 9T T shi SATEAT HifSTT |
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2. Define Data leakage.

€21 ik shl JRHTTE hifST |
3. Define Database and types of data model.

S I IRATA ST Td St Afsd & JohR fafen |
4. What are the benefits of e-Governance ?

$-TTeE & Y R ?
5. Define Reports and its types.

fdrd =1 aftfia sifsrg ) R & ger fofen
6. What do you mean by minutes ?

fATeg & o o T § 2

7.  What do you mean by e-Banking ? List the benefits of
e-Banking.
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8.  Define various e-Office management tools.

3-ATRE gaeq o fafy= sy =1 aftwfog sifsa)
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