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1. This paper consists of 40 multiple choice questions (M.C.Q.). All questions are

Compulsory and carry 01 mark each. There is no negative marking.
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2. 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.
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3. For marking answers on OMR sheet, follow the detailed instructions given on the

OMR Sheet.
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4. Use only Blue or Black ball point pen for marking on OMR.
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1) E-Office mainly refers to:
a) Manual office

b) Digital office

c) Paper storage room

d) Only telephone use

a) EITIOId BT

b) feforea srafay
c) BT BT HSR
d) HId CABH STANT

2) A major benefit of e-office is:
a) More paperwork

b) Slow processing

c) More physical files

d) Time saving

S efPa T UgE I .... 81
a) 31fY® BTSN HTH

b) et ufgan

¢) 31 s Brsd

d) 5T 1 Id

3) A word processor is used for:
a) Document creation

b) Calculations

c) Browsing

d) Scanning

IS MR BT IYANT ....... B fau fpar Sar g1
a) SN IR AT
b) TTOMT
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C)W
d) Wi

4) PDF is used to store:

a) Executable files

b) Video files

c) Read-only formatted documents

d) Games

PDF &1 JUANT ....... & fore far smar g1
SLERICECERRIER|

NEISRITIE]

¢) HId Ug T WU gdTat

d) @d

5) Google Docs is a tool used for:
a) Making presentations

b) File compression

c) Editing audio

d) Editing documents online

TS ST U ¢ &, ordeT SuaiT ......
a) USieRH -1 & forg

b) BTE T Hdls & ferw

c) SIS Hured B & ferg

d) 3fATS Sy JuTfed #34 & fau

6) DigiLocker is a:

a) Cloud storage service
b) Video calling app

c) Music app

d) Offline storage box
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d) 3BT TR Sy

7) Google Photos is used for storing:
a) Audio files

b) PDF files

c) Text files

d) Photos and videos

A Wil BT I ......... TR I & ol fhar e g |
a) SIS BT

b) TSI sl

c) CRE BT

d) TIer 3R difga

8) Cloud storage can be accessed through:
a) Internet

b) Radio

c) Television

d) Landline

FATSS RS % UG ....... GRI D! o Tl G|
a) §exe

b) Y&l

PESIESES

d) IS

9) Notice is issued to:

a) Record minutes

A-0250



b) Inform about meeting
c) Approve documents
d) Check attendance

e ... & o I fran s g
a) e aol B 5

b) S8 B LI & 8

¢) STl Dl Wihd B 8

d) SURTT St 8q

10) Agenda means:

a) Items to be discussed
b) Attendance list

c) Speech notes

d) Final report
ToST &1 o 3

a) aaflﬂmﬁg

b) SuTRUfcT =it

c) ‘J-ITEIUT:ﬁ_C'H

d) sffce fRaré

11) Minutes of a meeting is:

a) Future plan

b) Written record of proceedings
c) Voting list

d) Expense sheet

P.T.O.



12) A resolution becomes valid when it is:
a) Rejected

b) Cancelled

c) Postponed

d) Passed
Tehed aHt 3¢ a1 8, 5a I
a) 3(dipd fobdT ST
SEACRIEIY

¢) I fopar wre

d) U1 fopar Sime

13) MIS stands for:

a) Management Internet System

b) Management Information System
c) Modern Integrated Software

d) Machine Input System
THSTETH BT RTTH 6

a) US4 ST YumTe!

b) TS 1 JUTTc

¢) YD Tblpd TR
d) T=M+ 7Y Yorait

14) MIS helps in:

a) Playing games

b) Gardening

c) Decision-making

d) Travel planning
THSSTY HaE Bl 6:
) QT R A

b) IFTAT H
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c)ﬁqu@ﬁﬁ'
d) TEAT AT H

15) Data processed into meaningful form is called:
a) Information

b) Output

c) Entry

d) Message

rfes w0 H uRkafdd e %l e 3
a) I

b) 3T3CYC

¢) Tl

d) ga ¥

16) E-file management stores documents in ....... form.
a) Paper

b) Metal

c) Wood

d) Digital

$HTEd TS AW & ...... U H GUEd a3
a) PNl

b) UTd

o) IHG!

d) fefored

17) Soft copy means:
a) Printed file

b) Audio file

c) Digital file

d) Physical file
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e Pt 1 31l B
a) fiic ®1 g8 Bz
b) SISl BIsA
c) f&forea wrsa
d) Hifas e

18) E-file management reduces:
a) Space use

b) Computer speed

c) Time taken

d) Security

SERATSH ... FHFAT T
a) R & ITII

b) PR B! Tl

c) B &g foran mar v

d) TR&T

19) E-files can be searched using:
a) File name

b) Furniture

c) Light

d) None of the above

S-BISA P ....... BT YN HRb WIS ol GHaT g |
a) wIgd d1H

b) BieR

¢) AT

d) SRIFI H A PIs 8!

20) Cloud-based storage is an example of:

a) Physical storage
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b) Digital storage

c) Mechanical storage

d) Thermal storage

FASS SMETRA R ....... BT IR G|
a) Hifrp HeR

b) f&fSree Herur

¢) Fifed HERU

d) SEHT HSRUT

21) E-governance improves:
a) Transparency

b) Corruption

c) Delay

d) Manual work

I ... AGUR dRaT 8 |

c)aﬁ
d) B3 Hrd

22) E-governance uses ....... technology.
a) Digital

b) Manual

¢) Mechanical

d) Chemical

SIE....... TP BT ST BT 3|
a) feforea

b) Hgard
c) ifA®
d) YA S
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23) Google Sheets are used for:

a) Editing photos

b) Cooking

c) Spreadsheets

d) Video making

e ey BT YT o ST &:
a) ic! T

b) THIE

c) @_S'Qﬂ_cr

OEISRICEIE]

24) Google Drive allows:

a) Online storage

b) Sewing

¢) Driving

d) Printing

A S15T ....... B AU AT R
a) 3T TR

b) Rreg

) STRfa

d) foifd

25) Email is used for sending:
a) Film

b) Furniture

c) Food

d) Digital messages

SAA BIIYINT.......... Vo & fore fopar ST g1
a)ﬁb_cﬂ
b) TR
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c)lh\_ﬂ:f
d) fefSrea dam

26) Video conferencing allows:

a) Face-to-face communication in online mode

b) Audio only
c) Images only

d) Text Only

RS BRI ... & gy Sarg|
a) TS ATeOH H - ¥aTe 8q

b) Had 3MTfsal
c) Had BIeS
d) Had CRE

27) Google Meet is used for:
a) Drawing

b) Photo editing

c) Online Video meetings

d) Games

TS Hie BT IUGRT fohaT ST &:

a) Feb R

b) TICI JUTGA

) 3HTeTg dIfSa doch
d) @d

28) Data security means:
a) Protect Information
b) Protect Human

c) Protect Machines

d) None of the above
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ST RET T AT &:

a) AT GR&

b) HITd JRE&T

c) TR D1 gReM

d) SRIGd H A DIs Ta!

29) Strong password must be:

a) Only name

b) Simple

c) Only numbers

d) Complex, like combination of Letters, Digits, Special symbols
Ao URIaS BT dT:

a) Had ATH

b) I

c) Had FaR

d) e, S &R, 3ibT 3R faiy fargl o1 SdieM

30) Antivirus protects from:
a) Malware

b) Air pollution

c) Paid Applications

d) Food poisoning

d) are] fasmaadn

31) Encryption means:

a) Cleaning files
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b) Making food tasty

c) Painting walls

d) Making data unreadable
PR &1 3 5

a) IS I BT

b) YIS WY ST
c)?fhiﬁféquT

d) ST DI UGG ST

32) Backup helps in:
a) Slowing system

b) Increasing data loss
c) Preventing data loss
d) Memory loss

d% 30 HEG T 5
a) Rren s |
b) SCT B dgM
SEEEERERE]

d) Hfa g A

33) E-banking uses:
a) Internet

b) Chalk

c) Television

d) Books
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34) ATM stands for:

a) Auto Transfer Mode

b) Automatic Teller Machine
c) Anytime Money

d) Active Transaction Machine
WWWW%

a) XaTIId CIRIHR HIS

b) T CaR HEM

) TriteTsH T

d) Ifepg A9-37 H=i=

35) UPI is used for:
a) Printing

b) Writing Programs

¢) Digital payments

d) Playing games

RS ... b AT STAMT BT B
a) fiifeT

b) I foraq & forg

¢) Fefored Ymam

d) 719 Qe & forg

36) Net banking is used for:

a) Online money transfer

b) Online Communication

c) Online games

d) None of the above

¢ difdhTT o1 ITAT b ST &:
a) 3TATS Y= SR

b) ST-TTgH TN 5
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c) a1 & forg
d) SWRIFd H Y PIs ol

37) OTP i used for:
a) Verification

b) Fraud Activity

¢) Earning Money

d) Paying Tax

NI BT ITNT e &:
a) GeTU o g

b) ThTS Tfdefact & forg
¢) ¥ HHMH & fory

d) PR GHH & fere

38) E-office promotes:
a) Paper use

b) Online Speed and accuracy in work

¢) Manual errors

d) Delay in work

<- 31Tty TG <aT B:

a) BITS &b IR DI

b) TS BT H T 3R ATl o
c) Ag3rd Ffeai &t

d) FE AT B

39) Online tools increase:

a) Work Efficiency and Accuracy
b) Poor work culture

c) Limited Team members

d) None of the above
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31 TelTS ¢ Sgral ad &:

a) BT ST 3R Tl i
b) HHSIR BRI HIRIA Bl
c) Siffra A9 gl ot

d) SWRIad # A PIs ol

40) Digital documents are also called:
a) Manual copies

b) Hard copies

c) Dual copies

d) Soft copies

f&fored axamasi & ....... W wISar |
a) T3 It

b) BTS IUt

c) §ad HIUt

d) 9ie HIal
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