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IVofe  :  -   Answers .may be writteL either in"EngHsh or in Hindi; but the ,same

medium` should be used througTaTout the paper.
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Attempt, any ¢z;e questions.

.AZZ  questions carry equal marks.

In  ca.s:e of any discrepancy in the language,

questions printed in English will prevail.
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1.     Define  Office  automation.  Explain  its  obj-ectives  in  modern 'busin6ss

management. Discuss the key challenges associated with sh\ifting from manual
/

system to automated?ystems.                ``                 ¢t
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Explain the role of AI and chat services in modem offices.  Discuss. the risks
h`

of over-dependerice on  digital  tools.
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3..     Define  e-office,.  Explain..feafu.res  and benefits`  of. e-office.  What are the legal

and ethical considerations associated with using, office ,autoqufion tools ?
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4.      (a})    Explain  the  concept  of `public financia.1 management system.  How  is  it

different from re.cord managemen.t, system ?I
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(b).   What  is  the  use  of digit`al  signature  and  e-sign  in  E-ffle  management

syst,em?                                                      +
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What is ERP ?  Discuss  the various modules Of ERP.  Identify Fgceut tren.ds

and its future inplications in modem business.
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Explain  Volp  and  IVRS  systems.  Discuss  the.ir  application  in  customer

services.
\
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7.     Explain  the  importance  of data  security  and  authentication  in  office

automation systems. Describe working etiquettes and ethical practices in digital

workplaces.
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8.    ,Write  short notes  on  any froo  :

(cb)    Key management  services.

(a)    ERP  Hfe. eycle

(a)    Hardware devices in  e-office.
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