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Second Edition

It gives us great pride and pleasure to put before you the second 
edition of our book “Basics of Computer Applications in Business”. 
The first edition of the book along with our other titles “Computer 
Applications in Business” and  “Fundamental of Computer Applica-
tions in Business”  has received tremendous love and appreciation 
from both the teachers as well as students for which we are thankful 
from the core of our hearts. With great enthusiasm and pride we 
place before you second edition of the book that has been revised as 
per the revised syllabus of DU  and feel that the book in your hand 
will also come up to the expectations of the readers.

Technology is a great enabler. The computers have become an  
essential part of decision making at all levels of management in taking 
informed decisions which have not  only affected the profitability 
of the business but also helped organizations meet the challenges 
of changing business environment. As a student of commerce it is 
imperative to learn how to use computers in the areas that require 
data analysis such as finance, accounting, costing, marketing, etc.

This book covers the revised syllabus of paper titled “Computer 
Applications in Business” of B. Com. (Prog.) Semester-III, an skill 
enhancement paper. The focus of the book is on application part. 
However it does provide the basic information about computers for 
the first time readers. This book also covers most of the syllabus as 
proposed under Choice Based Credit System (CBCS) pan India. The 
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Book has been divided into ten Chapters. The book besides covering 
basic introduction level theoretical aspects, lays major emphasis on 
practical applications for enhancing the skill set of the commerce 
graduates. We have intentionally used business examples to illustrate 
the concepts so that the commerce graduates can better connect to 
the examples. A separate Chapter has been added to illustrate how 
excel is useful in decision making.

We are extremely thankful to Dr. S.K. Sharma, Associate Professor, 
SGTB Khalsa College for contributing significant portion of Chapter 
DBMS Using MS Access 2010. His valuable suggestions and critical 
comments encouraged us to complete this book.

We thankfully acknowledge the contributions made by Mr. Suren-
der Kumar, Associate Professor, PGDAV College; Mr. Vikas Madan, 
Assistant Professor, SRCC; Mrs. Aruna Jain, Associate Professor, 
Bharti College in finalizing the book.

We also received great contributions and suggestions from Dr.  
Rajanikant Verma, Associate Professor, Zakir Husain Delhi College; 
Ms. Sonal Thukral, Assistant Professor at Delhi Technical University; 
Ms. Anju Verma, Ms. Saumya Agarwal and Ms. Anuradha Agarwal, 
Assistant Professor, SRCC; Dr. Prabhat Mittal, Associate Profes-
sor, Satyawati College (Evening); Ms. Shweta, Assistant Professor,  
Satyawati College (Morning); Dr. Rajiv Middha, Associate Professor, 
SGND Khalsa College; Shweta Sharda and Ms. Rekha, Assistant 
Professor, IP College, Ms. Anjali Tuli, Assistant Professor, Hansraj 
College and Dr. Kalpana, Assistant Professor, Mata Sundri College 
which we thankfully acknowledge.

We extend our heartiest thanks to Professor C. P. Gupta , Department 
of Finance and Business Economics; Dr. P.C. Jain, (Former Principal, 
SRCC) and Dr. Anil Kumar, Associate Professor, SRCC for providing 
their constant encouragement and support throughout.

We are also grateful to our Publisher “Taxmann”, especially  
Mr. Mitrapal Yadav ji and Mr. Sumit Dwivedi for providing all the 
support and completing the book in time.
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Feedback from the readers is solicited and would be thankfully 
acknowledged.

New Delhi, India

July, 2020 DR. HEM CHAND JAIN 
hemchandjain@yahoo.co.in

HARENDRA NATH TIWARI 
tiwari_harendra@yahoo.co.in
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