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course description (2022/2023)

1- Course information

Course code: 4207 Course Name: applications of computer in foreign trade

Specialization: Economics And Number of hours of study: 3
Foreign Trade

This course aims to provide students with practical skills and knowledge in using essential computer

2- Objectives applications such as Microsoft Word, Excel, Access, and Outlook, specifically tailored for the foreign

of the trade industry. The course will enhance students' ability to handle document processing, data
course management, and communication tasks efficiently in a trade context. Additionally, students will
develop the capacity to apply these tools to real-world projects, thus improving their professional

competence in foreign trade operations.

3- The purpose of teaching the course

a/1 Define the basi ¢ functions of Microsoft Word, Excel, Access, and Outlook
asthey relate to foreign trade.
a/2 Determine the elements of data processing and document creation using
_ these software applications.
Understanding | /3 Identify the key tools and techniques in spreadsheet manipulation, database
management, and email marketing.
a/4 Explain how these applications can enhance the efficiency and accuracy of
foreign trade operations.
B/1 Analyze trade data and scenarios using spreadsheet functionsin Excel.
B/2 Use the skills acquired to create and manage documents, databases, and
email communications effectively.
B/3 Develop the ability to analyze information and apply software solutions to
improve decision-making in foreign trade.
(-Professional | C/1 Identify and organize trade-related data using Microsoft Word and Access.
Siills of The C/2 Prepare professional reports, charts, and communications using Word,
Excel, and Outlook.

Course C/3 Calculate trade-rel ated figures and data accurately using spreadsheet
formulas and functionsin Excel.

D/1 Use information technology to manage foreign trade documents and
communication effectively.
D-General Skills | D/2 Work within ateam to analyze and solve problems related to foreign trade
operations using computer applications.

D/3 Develop self-education skills through hands-on practice with computer
tools and continuous learning in technology usage.

A-Knowledge and

B-Mental Skills
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4. Course content

The Topic No. of Hours | No. Of Weeks

Introduction to Microsoft Word Processing: Fundamentals
and Concepts

Editing Texts in Microsoft Word

Creating Drawings and Tables in Microsoft Word

Introduction to Microsoft Excel: Spreadsheet Essentials

Cell Adjustments and Selection Techniques in Excel

Functions and Equation Manipulation in Excel
4. Course content T

Functions and Equation Manipulation in Excel

Charts and Data Visualization in Excel

Charts and Data Visualization in Excel

Integrating Excel with Other Office Programs

wWlwlwlw]lw]lw]lw]lw

Introduction to Microsoft Access: Basic Database Systems

Introduction to Microsoft Outlook: Communication and
Marketing

Microsoft Qutlook
FINAL EXAM

Theoretical lectures using illustrative means.
Exercises
Open discussions and student opinions.

5- Teaching and learning methods

6- Teaching and learning methods for students with Office hours
limited abilities
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7- Student calendar

Short exams (periodic).

Monthly exams (beginning of each month).
Mid-semester exam

End-of -semester exam

A- The methods used

Short exams (periodic).

Monthly exams (beginning of each month).
Mid-semester exam (seventh week).
End-of -semester exam (weekly)15/16)

b- Timing (Type of Exam)

Short exams5 degrees

Monthly exams10 degrees
Mid-semester exam10 degrees
End-of -semester exam75 degrees

C- Distribution of grades

8- List of textbooks and references

A- Books are binding A textbook of the instructor

b- Suggested books Other references

(- Scientific periodicals or publications...etc
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