 
Computer skills department
COURSE DESCRIPTION- TERM : 1 (2012 – 2013 / 1433 - 1434)
	Syllabus Name :
	COMPUTER SKILLS

	Syllabus Code :
	CMP 001

	Text Book :
	Introduction of the Computers and Internet by Prof. Abdullah Al Mousa 

	Week #
	Week of
	Topics

	1
	8/9/12
	Mod – 1 :Windows Vista (6 hrs.)
· Introduction, Starting and Closing the system
· Working with windows, icon, desktop and taskbar
· Changing desktop properties, Start  a Program, Create a desktop shortcut:
· Explorer windows, Changing Date and/or time, Changing the mouse pointer
· Change display settings, Drives – Folders and Files
· Organize files and folders on drives, Switch between windows
· Folder Structure  , File Properties, Computer Properties
Sort Files, Arrange icons desktop, File extension, Searching files

	2
	15/9/12
	Mod – 2 : Introduction of Information Technology (12 hrs.)
· Computer Generations, Basic Concepts, Types of computers:
· Parts of Personal computer, Disk and memory capacity
· Computer Performance, Software Types of Operating System
· Examples of Application software , Computer Networks Network Types

	3
	22/9/12
	· Main Parts of Network architecture, Internet, Intranet and Extranet
· Internet, WWW, ISP, URL, Web browser, Search Engines, Uploading, Downloading
· Information Technology, E-Commerce , Safety and Health
· Information Technology protection , Data Protection, Data Protection

	4
	29/9/12
	QUIZ : 1 (IT + Windows Vista – Written and Practical) (2 hrs.)
Mod – 3 :Word Processing : MS Word 2007 (12 hrs.)
· Open the Program, Close it, and   Exit a Document
· Select a Text or Part of a Text, Formatting Texts
· Open Document, create New Document, And Change Between two paragraphs, Find Replace and Delete Formatting: Copy, Cut, Paste a Text
· Format (Superscript, Subscript, Change Case..)

	5
	6/10/12
	· View Types, View and Hidden Tool Bars, Header; Footer
· Insert Breaks, Symbols, Footnotes, Insert a picture, Clip Art 
· Insert Word art, Organization Chart/Diagram and Format them
· The Movement Between Documents( Cutting, copying , Printing and Setting Objects), Insert comment, Formatting A Paragraph
· Bullets, Numbering, and Drop Cap

	6
	13/10/12
	· Tools (Synonyms, Hyphenation, Spelling Check
· Inserting Tables and Formatting Them, inserting Rows and Columns
· Deleting the Rows or columns; Merging Cells and their Division
· Bullets and numbering and drop caps
QUIZ : 2 (MS WORD 2007 – Written and Practical) (2 hrs.)
SELF LEARNING PROJECT (2 hrs.)

	
	20/10/12
	EID ALADHA HOLIDAYS

	7
	3/11/12
	Mod – 4 : Presentation : Ms. Power Point 2007 (6 hrs.)
· Running and Exiting the Program Compared to   Opening and Closing Files.
· Selecting Slide's Text, Changing and Formatting Them.
· Saving Presentation with the Default Extension and any Other Types, Opening a New Presentation..
· Adding a new Slide and Setting its Layout and Design Properties in Addition to Adding Clip Art to it, Inserting and Formatting AutoShapes
· Inserting (Charts) and formatting them.
· Inserting (picture from File), Formatting and deleting them.
· Inserting (Slides from File).
· Operations on the Slide and their Objects, and
· Moving Between the Opened Presentations.
· Rehearse Timing, Custom Animation Settings.
· Toolbars and Viewing methods – Line Spacing – and Case Changing
· Changing Numbering Style, Adding Header and footer, and Notes.
· Printer and its Settings, and the Spelling Checker.
· Show Setup and the Program Options, Hyperlink to another slide.
· Hyperlink to another presentation, (using text objects or action buttons)

	8
	
	Revision for Midterm (2 hrs) + 
MID TERM TEST (2 hrs) (IT + Windows Vista + MS Word + Power Point) 
SELF LEARNING PROJECT (2 hrs.)

	
9
	17/11/12
	
SELF LEARNING PROJECT (2 hrs.)

Mod – 5 : Spreadsheet : MS Excel 2007 (8 hrs.)
· Start the program and the part of the screen
· Writing text and numbers on cells and cells selection.
· Cell Formatting and Orientation, Save and close Books
· Open the book/file and Help in the program
· Deletion, Tools bar, Freeze panes
· Insert/ Delete Rows and Columns and Justify the Width and Height 

	 10
	24/11/12
	· Fill Format and Text, Worksheet( Name, Insert, Delete, Copy, Move)
· Applying Calculator Operation on cells
· Functions (Average, Maximum Value, Minimum )
· Applying (Sum and If) functions, Calculation of Percentage
· Formatting Cells (Style of Numbers), Formatting Cells (Font, Border, and Fill).
· Insert a Chart and format , Formatting Cells (justifying) and copying the Format, Page Setup, and Page Break.
QUIZ : 3 (MS EXCEL 2007 – Written and Practical) (2 hrs)

	11
	1/12/12
	Mod – 6 :Database : MS. Access  2007 (10 hrs.) 
· Starting the program and the elements of the main window and creating/close/open a database, Designing/ Creating Database Tables.
· Data types and field properties
· Entering Data and Operations on Table Fields (Add, Delete, Arrange)
· Editing Field Names and Operations on Records (Edit/Move/ Add/Delete)
· Deleting/ Copying / Formatting a table and Sorting / Filtering Records



	12
	8/12/12
	· Rules or Criteria of Query, Modifying Query Design, Sorting Records 
· Create Forms Using Wizard, Open and Close Forms.
· Moving Through Form Records, Find and Replace.
· Operations on records (Editing /Deleting/Sorting/Filtering)
· Creating Query (Form One or Two Tables) and (Save/ Close/Open/Delete) it.
QUIZ : 4 (MS ACCESS 2007 – Written and Practical) (2 hrs)

	
13
	15/12/12
	Revision for Written and Practical Exam (6 hrs)
Display result from 60%

	14
	22/12/12
	FINAL EXAM (PRACTICAL and WRITTEN ) (2 hrs.)
(IT + Win  + Word + Excel + PPt + Access)

	15
	29/12/12
	SUBMIT RESULTS 




Grading Policy :
	Evaluation
	Week
	Grades

	Quiz 1 : IT + Windows
 (Written and Practical)
	4
	5 %

	Quiz 2 : MS. Word
 (Written and Practical)
	6
	5 %

	Mid Term Test : (Written + Practical)
IT + Windows + MS. Word + PPt
	8
	20%

	Quiz 3 : MS Excel
(Written and Practical)
	10
	5 %

	SUBMIT SELF LEARNING PROJECT
	11
	10%

	Quiz 4 : MS Access
(Written and Practical)
	12
	5 %

	Final Exam (Written and Practical)
IT + Win  + Word + Excel + PPt + Access
	14
	40%

	CW + HW + Regularity
	Every week
	10%

	TOTAL
	
	100%



Web Site / Blog Address : ___________________________________
Teacher’s Name : ______________________________Bld # : _______ Room # : ________
Teacher’s E-mail : _____________________________
Teacher’s Office Hours : ________________________
Ms. Azra Jabeen
(Director of Computer Skills Dept.)
Bld # : 2, Room # : 2004
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