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Note : — Answers may be written either in"English or in Hindi; but the same

medium should be used t'hrouéﬁout the paper.
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Attempt, any five questions.
All questions carry equal marks.
: In case of any discrepancy in the language,
questions printed in English will prevail.
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Define office automation. Explain its objéctives in modern business
management. Discuss the key challenges associated with shifting from manual
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system to automated systems.
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Explain the role of Al and chat services in modern offices. Discuss the risks

of over-dependenice on digital tools.
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Define e-office. Explain.features and benefits of e-office. What are the legal

and ethical considerations associated with using office automation tools ?
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(@) Explain the concept of public financial management system. How is it
different from record management system ?
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() What is the use of digital signature and e-sign in E-file management
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system ? . :
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What is ERP ? Discuss the various modules of ERP. Identify recent trends

and its future implications in modern business.
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Explain VoIP and IVRS systems. Discuss their application in customer

services.
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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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- Write short notes on any fwo :

(@) Key management services
() ERP life’ cycle

() Hardware devices in e-office.
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