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Course Description

This course aims to provide the students with advanced
skills to operate and make use of a personal computer
in different environments such as in academia, in
business, and at home. The course introduces the
students to the main concepts and terminologies of
information technology, and equipped them with the
knowledge to administer one of widely/used operating
systems. The course also aims to provide the students
with the practical skills to utilize an office productivity
package for different purposes. The course will prepare
the students to new learning methodologies, namely
distance learning and e/learning. The delivery of the
course contents wil be based on a hands/on
approach.
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Course Contents

= Introduction to information Technology

= Operating Systems (Microsoft Windows® A1)

=  Means of Communication and E-learning

=  Word Processing (Microsoft Word®)

=  Presentations (Microsoft Power Point®)

= Data Sheets (Microsoft Excel®)

= Search for Scholarly resources on the Internet

= E-commerce
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= "Computer Skills" 1th Edition, prepared by:
Computer Skills Unit at the Faculty of Computing
and Information Technology.
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Upon finishing this course, students should:

Understand the principles of information technology
and communications, and their basic terminologies.

Be trained on the necessary skills to deal with the
operating system of Microsoft Windows A, and its file
management..

Identify what (Cloud Computing) is, and how to use
Google Drive.

Identify the e-learning environment, and be able to
use the Blackboard system to serve the educational
process of the student.
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Identify the electronic communication services of the
University website, and acqguire the sufficient skill to
utilize them optimally.

Have the minimum mastery of the skills needed in the
Word Processing, Presentations, and Electronic
Spreadsheet programs to serve the educational
process of the student.

Be able to use bases and sources of information, and
digital libraries in order to search for scientific
references.

Have access to advanced search for information on
the Internet and e-learning sources.

Recognize the concept of e-commerce, and identify
its advantages and fields.
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Time Plan
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all sections and conducted according to the course
calendar. The exam place is announced to all students
and teachers with ample time for preparation. The
academic committee of the Computer Skills Unit will
build the exams as follows:

¥ question with high level of difficulty

VY questions with medium level of difficulty

o questions with simple level of difficulty

The exams questions based on multiple choices and
true/false.
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For each of the practical exams,
coordinator should prepare a bank of questions to be
distributed to the instructors as follows:

The first practical exam operating system (V-
marks).

The second practical
processing (Y+ marks).

exam on word

The third practical exam on PowerPoint
Presentations (Y- marks).

The fourth practical exam on spreadsheets (Y-
marks).

The instructor should supervise the practical exam at
the lab and log the grades after the students have
done what is required on the PC. Each instructor should
divide his section info two groups and examine each
group in a different day during the exam's week.
Instructor must avoid reusing the same question
between the two groups.

the course
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