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This course oims to provide the studenls with odvonced
skills to operole ond moke use of o personol compuier
in different environments such os in ocodemio, in
business, ond of home. The course introduces the
sludents to the moin concepts ond terminologies of
informolion technology, ond equipped them with the
knowledge to odminister one of widely/used operoting
systems. The course olso oims to provide the students
with the procticol skills to utilize on office productivity
pockoge for different purposes. The course will prepore
the students to new leorning meihodologies, nomely
distonce leorning ond e/leorning. The delivery of the
course contents will be bosed on o honds/on opprooch.
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. lntroduciion to informolion Technology

. OperotingSystems (MicrosoflWndowsos.l)

. Meons of Communicotion ond E-leorning

. Word Processing (Microsofl Wordo)

. Presentotions (Microsofi Power Pointo)

. Doto Sheets (Microsoft ExceP)

. Problem Solving (Visio)

. Seorch for Scholorly resources on the lnternet

. E-commerce
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"CompuierSkills" 8th Edition, prepored by: Computer
Skills Unit ot the Foculty of Computing ond
lnformolion Technology.
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Upon finishing this course. students should:
ir Underslond ihe principles of informolion technology
ond communicolions, ond their bosic terminologies.
ir Be troined on lhe necessory skills lo deol with the
operoting system of Microsoft Windows 8.1, ond its file
monogemeni..
i, ldentity whot (Cloud Compuling) is, ond how to use
Google Drive.
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tr ldenlify the e-leorning environment, ond be oble io
use the Blockboord syslem to serve the educotionol
process of the student.
r ldentify the electronic communicolion services of the
University website, ond ocquire the sufficient skill to
ulilize them optimolly.
L-l Hove the minimum moslery of the skills needed in the
Word Processing, Presentotions, ond Electronic
Spreodsheet progroms to serve the educotionol process
of the student.
i., Acquire the required knowledge for problem solving
in generol ond using the computer ond proctice the skill
using Visio.
l.l Be oble lo use boses ond sources of informotion, ond
digitol librories in orderto seorch forscientific references.
ll Hove occess to odvonced seorch for informoiion on
the lniernet ond eJeorning sources.
ii Recognize the concepl of erommerce, ond identity
ils odvontoges ond fields.

Vg

-*iilfi$sfi

alli,l'r': ...1 C- Osxll, cri:JisiYt d,lll il# gJe gi sill r
.ellJ.ll i+.jl,nll ; .*-tl ;* Le (Blackboard) .r_,1.5a cl)"

s-le i*t-Jl $_* i+-r-!SlYl dl*lJil at Jj glc q.i sjll !
r.-. 3Jl .Jc I ri- ilti]*)l i-riL$l 6j-r-ll ul*:S1; riSgilt

.&!t
Cll* e.lJ.;; (-i l-jlll crlj-{-!l i* ,"---:r!t .urJl glJil r

fl+ t-i i r:JJiSl)l iJsl' .t1-, i r-rri'ill Ui".JHllJ gr *jll
.J!l iJ.Jhll -. ..jJl

cJ- oL+ i+ir$J i-lJl dJ)S-Lll A erntlr 6rt-;. 
"-ls 

ri-,;*:ll r

-J 
C.Ui;l ijt--b)L q,*lJl alr:: ..L dDS-Ltl

.cJlLi-ll
i+.ijl d,t-is,Jlr dJljJsll laj r-lj 6lrii*l OJ iFill r

.i+ll es$l clo ta;i,',-ill-l

-,pl*3 &iJiill .,j c1JJLll Oi fli3ll ,', -rll r_r OS-:ll r

'+-l-lslYt C"ilt
.lsYt+--r uqt; 3r;1, tu_r-.,styl ;_2gI r-xi..rJ. .iFl r

'161

First Exom (Windows+Word) Procticol 25 Yo
"J-

(j.s,; + .rrr-r) ;!ri Jt :it
Second Exom(PowerPoint) Theory t5 'lo *J"t (urlJJ.) qlu J' j'-l
Third Exom(Excel) Procticol 20 Y.

"J"
(d.sl) e$j Jl+il

Fourih Exom (Problem Solving) Prqcticol 20 .J- (dJS.i.ll cl-) 6lt.1 ..;tgil
Fifth Exom (Finol) Theory 20 t. f.,,lii (.*r, .f -!-) usli Jl.iiil

Totol r00 I t.r+'lt

eom;x$* Slffi tffi - e$n. BtEr hr CsnnrhrS*
(crfi l00F20tr"mn

KIUtlTtffi



lntroduction to lnfo. Technology I drL Jsll ijis d L.L

Operoting Systems (Windows) l (-t-*:r'J+stt rtl),Jll cpts.lt ,Jr-:: al;;
Meons of Communicotion ond E-

leoming 2 Y ,fl::SlYt dLjllr JGICI &Lr

Word Processing 3 r (.:_,1_1j cri pl;S.L ) ci-lSll ,altg

Presentotions I
.\

(cr:..r_.rf c.r-r:-,rsl-) , r"JJ.ll C.tj-.;1

Doio Sheets 3 r (,J-r! '"t*rrr) 6usJl cljlir
Problem Solving I I dr)S.i,.ll als
Seorch for Scholorly resources on
the lnternet l \ drrJlyl ,Jlg crt- J-ll !*,ri ,'.-ill

E-commerce I \ Lj"rJsl)l "ulJl

Tolol 14 weeks li.*-i t t tJ.Ill

Corm$or t{ffi Brf - eour. Gdde hr Connt*Sffir
(effi l0o).2otr.&I!

I



The Theoreticol exoms ore conducted electronicol foroll
sections ond conducled occording to the course
colendor. The exom ploce is onnounced lo oll students
ond teochers with omple time for preporotion. The
ocodemic committee of the Computer Skills Unit will
build the exoms os follows:
. 3 queslion with high level of difficulty
. l2 questions with medium level of difficulty
. 5 questions with simple level of difficulty

The exoms' questions bosed on multiple choices ond
true/folse.
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For eoch of the procticol exoms, the course coordinotor
should prepore o bonk of questions to be distributed to
the instruclors os follows:

o The first proclicol exom operoting system ond
MS Word (25 morks).

r The second procticol exom on MS PowerPoint
(15 morks).

. The third procticol exom on MS Excel (20 morks).

. The fourth procticol exom on Problem solving
(20 morks).

The instructor should supervise the proclicol exom ol the
lob ond log the grodes ofter the students hove done
whot is required on the PC. Eoch instructor should divide
his section inlo two groups ond exomine eoch group in
o different doy during the exom's week. lnstructor musl
ovoid reusing the some question between the two
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