IT Tools for Office Management
MODEL question and answers
1. IT Tools for Office Management INVOLVES?

Email, BSNL Intranet, instant messgers, about PDF documents, file compresion, PC Maintenance ,MS- Excel 2007,MS Outlook
2.BSNL Mail service user account can be created by?
    
Administrator of the respective circle
3.use of BSNL Mail?

Receive and send mails (along with attachments) to different users across the world.
4.Use of BSNL Internet service?


To receive Orders of Corporate Office as well as other circles like ITPC, ALTTC etc
5.Use of Instant messgers?


1. Online chat (one-to-one) with all the users of  BSNL Mail

2. Online conference (Multiple users)

3. Exchange / Transfer of files

4. To know the availability of user
6. Advantages of PDF?
a. Platform Independent or Compatible Across platforms

b. Compact & Small

c. Can be created from any source document/application

d. Securable, avoid people from modifying & redistributing your work

e. Secure, almost no chance of getting infected with virusesf. Easy and quick to create when using the right software

g. Software to view PDF Files is completely free

h. View able within most web-browsers

i. PDF Files meet legal document requirements.

J. Compatible with modern portable reader systems
7.PDF file creater  freeware can downloaded from?

 www.pdf995.com
8.PDF file reder  creater  freeware can downloaded from?


www.adobe.com
9. Two of the  most popular File compression utilities?


WINZIP and WINRAR
10. Good Practices for PC Maintenance

Anti Virus, Windows Update, Disk Fragmentation, .User Management, Disk Cleanup
11. Good antivirus  software?

Symantec, Trend micro, Avast, AVG etc.
12.Why Window updated necessary?


To protect PC from different forms of intrusion
13. What is Defragmentation?

Defragmentation  is a process that  reduces the amount of fragmentation in file systems
14. User Management  in a PC
With the help User Management different user accounts can be created 

without sharing  the  administrator user account

15.Disk cleanup


a. Compression of old files 

b. Temporary Internet files 

c. Temporary Windows file 

d. Downloaded Program files 

e. Recycle Bin 

f. Removal of unused applications or optional Windows components 

g. Setup Log files 

h. Offline files

16.MS-Excell


 used to store data in columns and  rows which can then be organized

17.MS-OUTLOOK

A  single, integratedsolution for organizing 
a. E-Mailing

b. Calendar

c. Contact Information

d. Tasks Scheduling
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