A-1166 No. of Pages: 16

EOM 301
Tools for E-Office Management
(SN Uded & IUBI)
3" Semester Examination, 2025 (June)
Time: 2 Hours Max Mark: 40

Roll No. (In figures):
HLPHIH el H
Roll No. (in words) :
LA Ireal H
Examination Centre:

T Fg

Invigilator’s Signature
DO NOT OPEN THE BOOKLET UNTIL YOU ARE ASKED TO DO SO.

ST 7k e 7 ST, R 7 @it |

FIRST READ ALL THE INSTRUCTIONS / uget @eft festi oy ug o |
Important Instructions /‘:I%El'qc'\”'f EEN

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
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4. Use only Blue or Black ball point pen for marking on OMR.
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1. Why are some business owners hesitant to go paperless?

A. They think it’s not necessary.

B They are intimidated by the process of transitioning.
C. It’s more expensive to go paperless.

D Paper documents are more efficient.
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2. The scheduler in an e-office is mainly used for:
A. Creating business presentations

B Managing time and recording engagements
C. Analyzing data
D

Document creation
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A. ARSIt a9 @ for
B. Y GG SR RN B AR PR B
C. STl &l faveivor
D. XAl fAHioT
3. How does an e-file management system improve customer service?
A By storing files in physical cabinets
B By speeding up response times
C. By increasing manual data entry
D By increasing the cost of office supplies
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4. What type of content can Google Photos automatically categorize?
A Only landscapes
B Only human faces
C. People, places, and things
D

Only animals

T BTl e bR & AREll &I WEifeld w9 I @fiqgd R Al o7
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5. What file size limit is there for documents uploaded by users on DigiLocker?
A. 5 MB
B. 100 MB
C. 50 MB
D. 10 MB
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D. 10 THET
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6. Which of the following is required to create a DigiLocker account?

A. Aadhaar number and registered mobile number
B. Voter ID

C. PAN number

D. Passport number

fSfTeifpx @rdr a9 & forv fa=foRag & & fraa) smasgsddar g 872
A MR FER 3R Uoigd AEge da”

B qlcY 3 éé
C CEEGEN
D g HeR
7. Which of the following is a disadvantage of file sharing over the internet?
A Low risk of malware

B Limited file size
C. Requires physical storage
D

Difficulty in tracking shared files
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8. What is the primary purpose of an informative meeting?
A. To solve a problem
B To generate enthusiasm
C. To reach a common decision
D To provide information about a new scheme or product
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9. Management Sub-Committee Meetings are primarily used to:

A Focus on specific tasks or areas, like finance or personnel

B Make final decisions on company policies

C. Inform shareholders of profits

D Conduct annual assessments
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10. Who is generally responsible for signing the notice of a meeting?
A. CEO
B Auditor
C. Convener or Secretary
D Chairman of the Board
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A-1166

GIFE]

T WRIETH
GATSTh AT Al
e & e

P.T.O.



11. Which of the following is one of the key elements of a meeting agenda?

A. Number of participants expected to attend
B Location, date, start and end times

C. Minutes from the previous meeting

D Detailed biographies of all attendees
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12. Which type of resolution requires only a simple majority to be passed?
A. Ordinary Resolution
B Special Resolution
C. Resolution by Circulation
D Resolution with Special Notice

P UoR & UG BT TR IR & ol dddl Tdh AR 989 @ Tadddl

BT 87

A. TR Hehod

B. faery Adeu

C. qRETRT §RT Fdhed

D. fIRIY & & A1 Hheu

13. According to the Companies Act, certain resolutions require a special notice. How

many days before the meeting should this notice be sent?

A. 7 days

B 21 days
C. 30 days
D 14 days
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A. 7 &A1

B. 21 fa&q

C. 30 fad

D. 14 f&1

14. Which of the following is the abbreviation for “association”?

A. Ass.

B Asso.

C. Assn.

D Assoc.

freafeRad & 9 “vaiRee &1 Gfera A @ 87

A Ass.
B. Asso.
C Assn.
D Assoc.
15. If a document mentions “pd.,” what does it signify?
A. Payment due
B Payment deferred
C. Payment decision
D Paid
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16. What is the primary goal of MIS in decision-making?

A.

B
C.
D

Data processing
Providing standardized reports
Cost reduction

Increasing product variety

fRo—fEior § MIS &1 g3 vy 1 87

A, STT TR
B. AFdIgd RAre U ol
C. AT H BT
D. Icare fafdear s
17. According to MIS, information should be managed continuously because:
A Technology is static
B The environment changes rapidly
C. Managers dislike long-term planning
D Data is rare

MIS & JITER, STM&RI & FRAR w&fdd fear s Aty Fiife:

A.
B.
C.
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18.

19.

20.

Who plays a critical role in influencing the use of information technology in a
company?

A. The CEO

B The IT Department

C. The Customers
D

The Competitors

HON H AT U & IR B gA1fdd R § DI Agdqel AT Fmar 22
A. CEO

B. IT foamT
C. DIRED
D. IR

According to Davis (1997), Information Management (IM) should focus on:

A The speed of internet connection

B Employee satisfaction

C. Cutting costs in data storage

D Providing relevant information to decision-makers timely

AT (1997) & SR, T T&e &l & fhe W= g1 a1fRy?
A 3CTIC HERME B A W

B. HHARI T

C. STT HUBY H ANTT BT HH BAT

D. fofg—faafaet o g9 ) UiTe SHeRN) SUotel B

Which phase in Herbert Simon’s model involves selecting a course of action?
A Intelligence Phase

B Design Phase

C. Choice Phase

D Planning Phase

P.T.O.

A-1166 :



g9c AgdT & Hisd # fbg =oxor § ord &7 wm &1 g3+ fHar sdar 87

A, gfgHTT =R
B. ISSIERECEl
C. ATd TROT
D. ISl TR
21. What is the first step in the decision-making process?
A Information Gathering
B Brainstorming Choices
C. Identification of the Purpose
D Execution

fAota—fwior ufhar &1 uger wRoT |1 27

A. SR T3 Bl
B. fdmedl W faaR &l
C. ot &1 e g
D. B ICE!
22. Which of the following is easier to modify, update, or merge?

A Physical files

B Electronic files

C. Paper documents
D

None of the above

freafoRad & 9 fa Tenfdd, sase a1 dof weAT 3ifdie 3= 27

A. Afd Brgel
B. SAlde-Tdh HIgal
C. BTG STl

D. SWRIB Blg ol
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23.

24.

25.

What should be avoided in file names during migration?
A. Meaningful names

B Repetitions

C. Abreviations
D

Short names

IR & SN Blgd AmE ¥ fhad 991 anfau?

A. arefguf A
B. g
C. i =y
D.  BIC M

Which step is essential for easy data retrieval in e-filing?
A. Standard naming conventions

B Data encryption

C. Task scheduling

D Cloud backup

S—HISfel T # SeT G UTd 9’ & oy S 1 HH AMaeH &7
A. AMS AHEGIOT AT

B. T UpEE

C. BRI AT

D. FATSS TP

What is a key feature of Nuxeo?

A Email tracking

B Task automation
C. Gantt charts

D Audit logging
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26.

27.

Nuxeo &I J=g faeroar @m 87

A A T
B. EIURSEICE]
C. ifc I

D. slifee T

Which Indian organization provides strategic direction for Digital India initiatives?
A. NITI Aayog

B National e-Governance Division (NeGD)

C. Ministry of Education

D UIDAI

PIF W RGeS sfsar usar & forg vorifas feem g™ axal 87
A. RIGEEIRI

B. T -9 YT (NeGD)

C. Rrerm H=merg

D.  JINEIILRE

Which of the following is an interaction between government departments and

organizations?

A G2B
B. G2C
C. G2E
D. G2G

fr=faRad § & dI9 A1 Aied WRGRI fAURTT 3R el & g dud wfid dear
g7

A G2B
B. G2C
C. G2E
D. G2G
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28.  What is one goal of e-Governance?

A. Increase secrecy in government functions
B Reduce access to government services

C. Empower citizens with information

D Limit technological growth

-9 BT U ST |7 87
A. IRGRT BT H MYHIAT ST

B. UGN WAl T Ugd Pl HH Bl
C. ARTR®I BT STHGRI & ATl ARG 4T
D Tl gl BT AT BIAT
29. Which question types are available in Google Forms?
A. Short answer, Multiple Choice

B. Paragraph, File Upload
C. Checkboxes, Dropdown
D All of the above

Google Forms H B —®IF I U UHR ST &7
A. Y S<R, ggfddedry

B. Ve, BIgd TS
C. YhdId, SIS
D. SENERGE]
30. Which setting allows Google Forms to be used as a quiz?
A Quiz tab under Settings
B. Privacy settings
C. File upload option
D. Background color option

DI AT AT Google Forms &I fdast & wU H STANT &= &I AT < 272

A. afe # faaw <9
B. MO=ar e
C. BISd IS fddhed
D. g T fdhen
31. How can you divide a Google Forms into different sections?

A. Click on “Settings”

B Use the two rectangles icon
C. Click on “Preview”

D Use the share button

P.T.O.
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A. Afe wR fdeaid D

B. 2T 3Gl dTel 3Mgh Bl SUINT IRD
C. qafaaie” R fddd dd
D. IR g BT STANT TRD
32. Which online platform is specifically known for programming-related Q & A?
A. Ques
B. Reddit
C. Stack Overflow
D. GameSpot
DI AT ATART ©iehH IR $U A IAHT-—HRd g3 & SR @ forg S
ST 87
A. U4
B. gfee
C. Lh INaRTAl
D. T
33. Which forum is popular among Android and Windows Phone developers?
A Reddit
B. XDA-Developers
C. Quora
D. GameSpot
P9 AT BRA Android 3fR Windows Phone Saaiq¥i @ d19 ollbg &7
A. Reddit
B. XDA-Developers
C. Quora
D. GameSpot
34. What is the maximum number of participants allowed in a free Google Meet
Session?
A. 50
B. 175
C. 150
D. 100

Tdh J9d Google Meet €5 # 31fdrehad fha= gfewiRral &1 srgAfa &7

A 50

B. 175
C. 150
D. 100
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35.

36.

37.

38.

What additional feature does Google Meet offer to businesses and organizations?

A. Up to 60-minute meetings

B 50 participants limit

C. Up to 100,000 viewers for live streaming
D Only internal meetings

gaaTdl iR ATl & foTU Google Meet &9 31 31fiRh e yam &var 87

A. 60 fAFic a® & dob

B. 50 HferTRry @1 <

C. AT AT & foIv 100,000 TR
D.

®hddl JARD d8d

Which data security control method involves converting data into unreadable text

using a cipher?

A. Tokenization
B. Data Masking
C. Encryption

D Access control

DI AT ST gRem FRIFer fAf $eT Bl geh %R BT STANT 9k USRI TRe H

gRafia wxar 87

A. CEEIRNNE]

B. T ARBT

C NEE]

D TR T

Why is outsourcing data security responsibility risky?

A. Laws prevent sharing compliance risks

B. Outsourcing partners are always unreliable

C. It is more costly

D. Outsourcing partners are not bound by regulations

SeT R RIAIERY &7 STSTAR] BT SIRaA W_T 4t 87
BT ST SIRIA AT HR & Jhd &

A.
B. JMSTARIT IrfieR &9 3rfava= i &1 &
C
D

Ig Afrd AT B
ISeART yrfier | & areg =781 8

What is a key issue with NoSQL databases in the context of big data security?

A. High cost of security measures

B Lack of focus on security due to rapid evolution
C. Limited data storage

D Inability to perform data analysis
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T ST e & HaW H NoSQL STHI¥ &1 U Hel &l 27
A. YR IUl Bl e T

B. A AT & BROT GRET TR ST Dl HHl

c.  AiffT ser YewRor

D. ST faTeivor &Ry ¥ el

39. Which of these is a key benefit of E-banking?

A. Limited access to accounts
B. Reduced convenience
C. Need for branch visits
D. Lower delivery cost
BT & TH I A FAT 77
A W@l 96 WAd 9ga
B. o4 gfder
C. ITET AT DI ATTIHI
D. A fIaRor ArTd
40. Which device is commonly used for E-banking?
A Fax machine
B. ATM
C. Typewriter
D. Calculator
P AT SYBRYT $3—dfbT & foIT AR IR SYANT fhar Srem 27
A. B 7
B.  TdWH
C. [MELEMEA
D.  dadhaex
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