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Course Book

An overview of the computer field and its typical applications. Covers key
terminology components of computer hardware, software, input device,
Output device and operating systems. The most important topics is
explanation of the major feature of windows 10 and the difference between
widows 10 and previous windows. Other topics include a Micro Soft Office
application which is word processing and explain the important and
commonly used commands to type a document.

At the completion of this course the student should be able to:

Explain the importance of computer literacy.

Define the term computer.

Identify the essential components of a computer system.
Differentiate between types of computer systems and their uses.
Major feature of windows 10.

Difference between windows10 and the pervious.

Identify the properties of the tile.

Properties of task bar.

Properties of file options.

Demonstrate use of Micro Soft office application: Explain word processing
program and its important command to type a document.

The students must attend and completion of all tests, exams, seminar,
reports, essay, project, quizzes and homework’s.

e Computer Lab and each student must be having its own computer.
e Data Shaw

Paper Review
Homework 10% 1 They perfect the
> topic.
2 | Class Activity | 2% They understand
g the topic.
o Report 8% 2 They get more
7 information about
the topic.
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Seminar 8% 1 They become more
confident in public
speaking.

Essay - They improve their
writing skill.

Project - They become more
creative.

Quiz 8% Learn how to solve
guestion of the
topic.

Lab.

Midterm Exam 60%

Final Exam 40%

Total 100%

The benefit is to make the student familiar to use a computer and how to use
the interface of windows 10 efficiency. Also, the student will be effective in
using Microsoft word 2013.

= http://www.homeandlearn.co.uk/word2007 2010/s1pl.html

® Training for ICDL.
= Using many site and reference by internet searching.

Introduction to computer 1 Definition computer,
data, information
and Advantages of

computer.
e Component of computer 2 Hardware ,Software
e Seminars. ,Input and ,Output
e Quiz. device, and
Operating system
e Introduction to windows10 3 Interface of window,
e Seminars Difference between

windows10 and
other windows.

e Explore the start screen. 4 Rearrange the tiles,
e Seminars. create a group of
e Quiz tile, Open and close

the tile, Show all the
applications at once
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e Explore task bar. 5 Taskbar definition,

e Seminars properties. And its
applications.

e How to deal with desktop components. 6 Configure, create,

e Seminars and delete folder
and file. Create a
tree of folders and
files.

Introduction to Microsoft office word 2013. 7 Explain the interface
Seminars of Microsoft word.
Quiz
Explore Ribbon and explain file tab. 8 Explain all the
Seminars commands of file tab
Explore Home tab 9 Explain all the panels
seminars and its commands.
Explore insert tab 10 Explain the most
Seminars important
Quiz commands in it.
Explore design tab. 11 Explain the most
Seminars important
commands in it
Microsoft office power point. 12 Explain simple and

Seminars

essential points.
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External Evaluator: The course book reviewed by: Dr. Arshad sedeeq, Ph.D
in Accounting and Financial Management Department of Accounting
Techniques, Erbil Technical Administrative College, Erbil Polytechnic
University, Erbil Irag.

Email: Arshad.s.abdullah@epu.edu.ig

Telephone number: 07504464622
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