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Form number (12)
course description (Z025/2074)
| 1- Course information 5 A |
Course Name: ﬂppliﬁatiun-uf computer in level: fourth
Course ende: 4507 !
Snecialization: managemant Humber of haurs of stuly:3  paractice:|
T s course provides students with comprehensive knowledge of the use Eﬁi_cmdsu;:itumm*'

 2- Dbjectives of
:j the course

(ffice applicarions i management. The course focuses on pracircal apphications of
Microsoft Word, Excel, Access, and Outlook to manage busmess processes, data analysis,
tommunication, and organization. By the end of the course, students will be able to
utilize these tooks to improve efficiency, streamline tasks, and support decsion-making in
a managerial context.

3- The itpose of teacking the couese .07

. . .-

A-Bnowiedge and

Understanding

g/ | Define the basic comeapls of Microsofl Word, Txeel, Access, and Outlook.

use of digital (oals,
a3 ldentify the appropriate sollware for spectfic management tasks.

a2 Determine the elements of elfective business conmunication throwgh the !
. - . !
a4 Exglain how digital applications can oplimize business processes and !

e F decision R
. B/l Anakyze business problems snd how soliware 100ls can solve them. :
| 1342 Use Lhe skills fearned to ranipulate data. creele reports. and communicate

B-Mental Skills  : effectivalv.
: B3 Demonstrate the abifily to anabyze data and present it in meaninglul ways
¢ for management decisions. .

S =] AL e e st e

CBrofessional © o1 ldentity the features of Microsefl OfTice applications for business use.

) b o2 Prepare business docuiments, spreadsheets, and databases using relevant :

Slealls of The St |

' saibware, i

Course ; i
i

!

fetficiency.
C D2 Work within a teem 1o analyze manapement-related problems using digital
RHTER

21 Use inlornation fechnology to sohve business problems and improve

133 Develop setlleducation skills by learning Lo adapt 1o cvobving ‘




4, (ourse contont

M The Tapic ¥o. of Hours | Mo. OF Weaeks

tntreduction to Micrasoft Word Processing: fundamentals
and Concepds

! Editing Texts in ticrosoft Word 3 I

3 Creating Drawings and Tables in Ficrosoft Word 3 I

4 introduction to Micrasoft Excel: Spreadskeet Essentials ] i

Coll Adjgstments and Selection Fechnigues @ Excef ] f

4 Course Forctions and Equation Mamipulatios in Emr.l. : | ] . I

comtent

" Mid-derm eiam

=l

8 Functions and Equzlion Manipulation in Excel 3 I

0 {haris and Data Visuzlization in Excal 3 I

0 Chargs and Data Vesuahzation in Eucel 3 |

i integrating Excel with Other Office Programs 3 f

i introduction to Microsoft Hecass: Basic Database Syscemss 3 f

introduction to Mherosoft thtlonle Communicatian and
Marleding

|4 Microsoft Qutloale 3 I
15 “FINAE EXAH B L ' S (O

P e “ % e Theoraticat Jectures using ilfustrative means.
I.S-. :Teaching and learning methods - _ e Exereises
, : : ~ -} e Dpen discussions and student apinions.

IH
m e s S TTATLIETITTT A ol ant a i

= (ffice hours

I|m|ted ah|l|t1e5

r. Tnachmg and !earnlng methﬂds fclr ﬂudents mth__

R T T B e S e B e

F-:Student ¢zlendar




LA_I_I"

_p..._v

RN |,_'L_u R N S UL Y R

Ry R W L WL
H T

Short exams {pertodic).

Honthly exams (heginning of each month).
thid-semester exam

End-of-semestar exam

7 —
1
il
It
I
H
e emen T et e e

A- The methods used
b- Timing {Type of Exam)

Shart exams [periodic).
Monshly exams [beminning of each month).
& Mid-semester exam {seventh week).

: End-of-semaster exam [WEE|(E}'}|5”6,I

|-
| (- Distribution of grades

| End-of-semester exami> degrees

Short exams5 degrees |
Monthly exams|0 degrees
Kid-semester exam|( degroes

3L|st it tmbuulcs ant references

k- Books are binding

| .P_. tgxthmln af the :nstructnr

b- Suggested bools

. Other references

f———— e -o— e e L L e e e e et

(- Scienithc periodicals or publications..ete
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