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Course Weekly Outline
	
	Assistant Lecturer Aya Abdul Hussein
	Course Lecturer

	
	ayah.abdulhussain@sa-uc.edu.iq
	e-mail

	
	Computer applications
	Title

	
	
	Course Coordinator

	
	The student should know Microsoft programs and their benefits.
	Course Objective

	
	The student should learn to use Microsoft Office programs.
	Course Description

	
	M. E. Vermaat, S. M. Freund, C. Hoisington, and E. Schmieder, "Microsoft Office 365 & Office 2019: Introductory," Boston, MA: Cengage Learning, 2020.
	Textbook

	
	Triad Interactive, Inc., "Microsoft Office 2019: A Skills Approach," Boston, MA: Cengage Learning, 2019.
	References

	Final Exam
	Quizzes and Attendance
	practical
	Project
	Term Exam
	Course Assessment

	
	
	
	
	
	

	
	Assessment according to Bolonga system 
Quizzes 10% Assignments 10% Projects / Lab. 10% Report 10% Midterm Exam 10%

	General Notes



	Notes
	Number of Hours

	Topics Covered
	Date
	Week

	
	3
	Introduction to Microsoft Office Suite ( Overview of Microsoft Word, Excel, and PowerPoint ( Understanding the user interface and common features
.
	
	1

	
	3
	Microsoft Word Basics ( Creating, saving, and opening documents ( Formatting text and paragraphs ( Working with styles and themes.
	
	2

	
	3
	Advanced Microsoft Word Features ( Page layout and formatting options ( Working with headers, footers, and page numbers ( Using tables, images, and other objects.
	
	3

	
	3
	Microsoft Excel Basics ( Introduction to spreadsheets and worksheets ( Data entry and manipulation ( Formulas and functions.
	
	4

	
	3
	Advanced Microsoft Excel Features ( Working with ranges and cells ( Sorting and filtering data ( Creating charts and graphs.
	
	5

	
	3
	Microsoft PowerPoint Basics ( Creating and editing slides ( Applying themes and templates ( Adding text, images, and multimedia elements.
	
	6

	
	3
	Mid Exam + Advanced Microsoft PowerPoint Features ( Slide transitions and animations ( Using SmartArt and shapes ( Presenter tools and slide show options.
	
	7

	
	3
	Word Processing Techniques in Microsoft Word ( Mail merge and document collaboration ( Creating professional documents (reports, resumes, etc.) ( Managing references and citations.
	
	8
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