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قسم  علوم الحاسوب Computer Science Dept.                                                           



Course Title: Computer Skills (99) 
	Course prerequisite(s) and/or corequisite(s): 
	Course code:  1001099

	Credit hours:  3 
	Course Level:  First

	Semester/Lecture Time: 


Instructor Details 
	   Instructor Name
	E-mail
	Office Hours

	
	
	


Course Description

The introduction to Computer Science and its Applications course is a general introduction for the computer systems, their techniques and applications. It also introduces some application's packages such as Microsoft Word XP, Microsoft Excel XP and Microsoft PowerPoint XP, finally; this course addresses the basic preliminaries of Internet concepts and services. 
Objectives  
The course aims to:

· Introduce preliminary concepts about computer hardware components and computer software definitions and categories.

· Illustrate the definition of operating systems and teaching students how to use Microsoft Windows XP.

· Demonstrate the work of several software applications such as Microsoft word XP, Microsoft Excel XP and Microsoft Power Point XP. The students are to learn how to cope with these applications.

 Course Contents:

	Week
	Topics
	                           Topic Details 
	Reference (chapter)
	Date

	1
	Computer Hardware and Software


	Computer Hardware Fundamentals

Computer Software Fundamentals
	Chp.1
	

	2,3, 4
	Windows XP
	Starting windows and viewing the active desktop.

Using the mouse.

Moving and resizing windows.

Using dialog boxes and scroll bars.

Closing a program and shutting down windows.

Creating and saving a WordPad file

Moving and copying files using my computer

Managing files and folders with windows explorer

Deleting and restoring files

Adding shortcuts


	Chp.2
	

	5, 6,7,8
	MS-Word XP

	Defining word processing software.

Starting word.

Creating and saving documents.

Previewing and printing a document.

Reopening a document and exiting word.

Selecting and editing text.

Moving and copying text.

Checking spelling.

Finding and replacing text.

Changing fonts and font size.

Applying font effects.

Adding color to text.

Changing paragraph alignment.

Indenting paragraphs.

Changing line and paragraph spacing.

Creating bulleted and numbered lists.

Applying borders and shading.

Inserting footnote, header and footer.


	Chp. 3
	

	6
	
	First Exam
	
	

	9,10, 11
	MS-Excel XP


	Defining spreadsheet software.

Starting excel.

Creating and saving workbook.

Entering labels and values.

Previewing and printing worksheets.

Reopening a workbook and exiting excel.

Editing cell entries and working with ranges.

Moving and copying cell entries.

Entering and copying formulas and functions.

Naming and hiding sheets.

Formatting values.

Adjusting columns width and rows height.

Inserting and deleting columns and rows.

Applying colors, patterns, and borders.

Sorting and filling data.

Creating chart.

Moving and resizing a chart.

Editing a chart.

Formatting a chart.

Previewing and printing a chart.


	Chp.4
	

	12
	
	Second Exam
	
	

	12,13, 14
	MS-POWER POINT XP


	Defining presentation software.

Starting power point.

Using the auto content wizard.

Viewing a presentation.

Saving a presentation.

Printing a file.

Closing the file and exiting power point
	Chp5
	

	
	
	Final Exam
	
	


Assessment and Grade Distribution 
	Assessment
	
	Requirements
	Points
	Total 

	Individual Work
	
	

	Quizzes, Assignments
	
	Unannounced Short quizzes
	20%
	

	First Exam
	
	
	20%
	

	Second Exam
	
	
	20%
	

	A Comprehensive Final examination
	
	. 
	40%
	

	TOTAL
	
	
	100%


Teaching and Learning Methods:

1. Interactive lectures 
Interactive lectures using PowerPoint slides and available audio/visual tools in order to facilitate the teaching process and develop students understanding. Students will be invited to share their views and experience their knowledge. In addition, students will be asked to provide their feedback in regular bases.
2. Outside-classroom activities  

Experts from academic and industrial institution will be invited to provide lectures on selected subjects covered within this course. 
Text Book and References:

	Text Book
	

	[R1]
	

	[R2]
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