	Delivery Plan (Weekly Syllabus)
Weekly theoretical curriculum

	Week
	covered materials

	Week 1
	Theoretical introduction to computer basics

	Week 2
	Computer components: hardware and software

	Week 3
	Practical training in the lab on how to use the computer

	Week 4
	Microsoft Office package and its various parts and uses: Theoretical

	Week 5
	Microsoft Word basics in the main ribbon menu: Lab

	Week 6
	Microsoft Word tools in the Insert menu (insert images, shapes and charts): Lab

	Week 7
	Microsoft Word tools in the Insert menu (insert mathematical equations): Lab

	Week 8
	Microsoft Word tools in the Insert menu (insert and format tables): Lab

	Week 9
	Microsoft Word tools in the Design menu (watermark, color and page borders): Lab

	Week 10
	Microsoft Word tools in the Layout menu (margins, page size and orientation): Lab

	Week Eleven
	Microsoft Word outputs, display and printing: Lab

	Week Twelve
	Practical assessment: Editing and printing an official correspondence form in the lab

	Week 13
	Practical assessment: Inserting a set of mathematical equations in Arabic and English in the lab

	Week Fourteen
	Practical assessment: Inserting, designing and formatting electronic tables in the lab

	Week fifteen
	Practical assessment: Editing and printing personal application forms in the lab

	Week Sixteen 
	Final exam
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