PUBA 203-A Computer Application and Office Management
Course Code: PUBA 203-A

Note: This assignment consists of five questions. You must answer a total of three questions
in every assignment in about 1000-1500 words.
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Assignment-1 Marks: 15 (5*3)

Q.1. What do you understand by operating system? Discuss about the various tools of MS
Office.

Q.2.What is the importance of Computers in Office management? What is the concept of
paperless office?

Q.3. Discuss in details the functioning and scope of internet.

Q.4 What is an email? How it is useful in office management?
Q.5 What is filing system? What is its significance?

Assignment-2 Marks: 15 (5*3)

Q.1 What do you understand by record keeping management? Discuss the various types and
principles of record management.

Q.2 Explain the Office Safety. How the office safety can be improved?
Q.3 Discuss Cybercrime. How can it be controlled?

Q.4 Discuss the concept of measurement of office work. Explain the difficulties in measuring

office work.

Q.5 Discuss the relevance of computers in the management of office work. What are the

advantages and disadvantages of using computers in office work?






