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“In this era of widespread and rapid technological change and an
increasingly inter-dependent global economy, it is essential that all
countries foster human resources by preparing children adequately
for their future. Survival in the coming millennium will depend on
the ability to accommodate change and to adopt to environmental
needs and emerging socio-economic trends.

Increasingly in the modern world acquisition of computer skills is
becoming necessary for employment, educational development and
leisure. Computer studies intend to furnish students with a broad
knowledge of the nature of information processing and how
Information and Technology is used today. The syllabus concentrates
on the current use of computer skills but in addition students will be
equipped to appreciate future developments in technology and its
application.

The industrial economy world-wide is driven by IT, which uses
computers to process, analyse and communicate information in an
increasingly efficient and effective way. Thus, any developing
industrial society must have a high level of computer literacy within
its workforce who would then be capable of fully exploiting the
opportunities made possible by IT.

The course will foster an interest in, enjoyment of, and confidence
about the use of computers that will encourage the development of
problem solving, analytical and research skills. On completion of the
course, students will have the ability to use computer skills and
techniques as a problem solving tool.

As author I would say that this is one of the most interesting and
challenging aspect of IT because of the rate at which field is changing
today. Innovation occurs on an almost-daily basis offering
opportunities for individuals to contribute to the field. However, this
rate of progress is one of the greatest challenges to teach the IT to
incorporate new development in the field without overloading
students with material.



Keeping this in view, the objective of this book is to provide basic
understanding and to develop skills in IT. The text covered in the
book will help students to be aware of “e-world” as students to be
aware of “e-every”. This book is useful for MBA/B.Tech/BBA/BCA/
B.A. Computer Application.

This book covers fundamental concepts of computers. It describes
computer advantages, limitation, its size, type and functionality. It also
covers computer technology encompassing hardware and its
maintenance, and software. It demonstrates knowledge of a range of
data processing packages i.e. word Processing Software, data handling
through spreadsheet and making presentation.

Book also covers the general and commercial use of computer.
Various types of monitoring and control system. Use of Artificial
Intelligence in different situations use of computers in learning,
manufacturing and in providing instruction. This section also
demonstrates the need for data protection and system security. It
describes about various types of communication and information
system.

End of book consists of various projects based on practical life
application. The projects may be solved by the students under the
guidance of the teacher.

This book is written in a reader-friendly manner. Each Chapter
begins with objectives. To reinforce the understanding of the
students, each Chapter of the book contains important definitions in a
box, tables of characteristics, comparisons in tabular form are given.
Diagrams are given to understand the flow of logic of the concepts
that had been introduced in the text.

This book also incorporates glossary of words/expressions frequently
used in computer. At the end of each Chapter ‘Review Questions’ and
‘Review and Thinking Task’ is given for the students to reinforce the
understanding of the Chapter.

Readers’ views, comments and criticism relating to the present work,
are most welcome.
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