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	Module Information

	Module Title
	[bookmark: _30j0zll]Computer Application 

	Module Type
	University 
	· ☐ Theory    
· ☐ Lecture
☐ Tutorial
· ☐ Practical
☐ Seminar
☐ Report
      ☐ Extra activity

	Module Code
	
	

	Language
	English
	

	ECTS Credits: 6
	

	Module Level
	Beginner 
	Semester of Delivery
	 2nd semester

	Administering Department
	Accounting
	 College
	 Medical laboratory (MLA)

	Lecturer
	Sherko ham law Murad
	

	Academic Title
	A. Teacher 
	Qualification
	M.Sc.

	Module Tutor
	
	 e-mail
	Sherko.murad@sulicihan.edu.krd

	Peer Reviewer Name
	
	 e-mail
	

	Scientific Committee Approval Date
	
	Version Number
	1

	Cycle of Study
	Bachelor
	Form of Education
	




	Relation with other Modules

	Prerequisite module
	N/A
	Semester
	

	Co-requisites module
	N/A
	Semester
	





	
	Cihan University Sulaymaniya




	[image: cihan uni logo-01.jpg]College of Administration and Financial Sciences

	Department:
	
	
	
	
	

	Discipline: 
	

	Stage:
	

	Total Contact Hours:
	
	
	
	
	
	
	
	
	
	

	Total Self Study Hours:
	
	
	
	
	
	
	
	
	
	

	Total No. Hours:
	
	
	
	
	
	
	
	
	
	

	ECTS:
	
	
	
	
	
	
	
	
	
	

	 
	 
	 
	
	
	
	
	
	
	
	
	

	No. of Weeks
	Contact Hours
	Self-Study

	
	Theoretical
	Practical
	G.W
	Quiz
	Reading
	Assignment
	Report
	Midterm 
Exam.
	Final 
Exam.

	1st Week (Registration)
	
	
	
	
	
	
	-
	-
	-

	2nd Week
	۔
	۔
	۔
	۔
	۔
	۔
	۔
	۔
6

	۔
8
8


	3rd Week
	2
	2
	
	
	
	
	2
	
	

	4th Week
	2
	2
	
	
	
	2
	2
	
	

	5th Week
	2
	2
	
	
	
	2
	2
	
	

	6th Week
	2
	2
	
	
	
	2
	2
	
	

	7th Week
	2
	2
	
	
	
	
	2
	
	

	8th Week
	2
	2
	
	
	
	
	2
	
	

	9th Week
	2
	2
	
	
	
	
	2
	
8

	

	10th Week
	2
	2
	
	
	
	2
	2
	
	

	11th Week
	2
	2
	
	
	
	2
	2
	
	

	12th Week
	2
	2
	
	
	
	
	2
	
	

	13th Week
	2
	2
	
	
	
	2
	2
	
	

	14th Week
	2
	2
	
	
	
	2
	2
	
	

	15th Week     
(Final Exam)
	2
	2
	
	
	
	
	2
	
	

	TOTAL
	۔
	۔
	۔
	۔
	۔
	۔
	۔
	۔
	۔















	Delivery Plan (Weekly Syllabus)

	Week  
	Material Covered

	Week 1
	· Navigating a Worksheet 
· Entering Labels and Values 
· Selecting a Cell Range and Entering Data in a Cell Range
· Overview of Formulas and Cell References 
· Entering Formulas 
· Entering Content Automatically 


	Week 2
	· Editing a Worksheet 
· Cell Contents 
· Copying and Moving Cells 
· Controlling How Cells Are Moved or Copied 
· Collecting Items to Move or Copy 
· Checking Your Spelling 
· Inserting Cells, Rows, and Columns 
· Deleting Cells, Rows, and Columns 
· Using Undo and Redo 
· Finding and Replacing Content 
· Adding Comments to Cells ..

	Week 3
	Midterm Exam

	Week 4
	
· Workbooks VS Spreadsheets
· Data Types
· Cell Formatting
· Conditional Formatting
· Selecting, Editing, Inserting and Sorting Cells
· Understanding Rows, Columns and Ranges 

	Week 5
	
· Arithmetic Formulas
· Sort and filter 
· Alignment
· Chart
· Header and footer
· Page layout, page breck, and page number

	Week 6
	· Formatting Text 
· Formatting Values 
· Adjusting Row Height and Column Width 
· Working with Cell Alignment 
· Adding Cell Borders and Background Colors 
· Copying Formatting 
· Applying and Removing Cell Styles 
· Creating and Modifying Cell Styles 
· Using Document Themes 
· Applying Conditional Formatting 
· Creating and Managing Conditional Formatting Rules 

	Week 7
	· Creating and Working with Charts
· Choosing the Right Chart 
· Inserting a Chart 
· Editing, Adding, and Removing Chart Data 
· Changing Chart Data
· Changing Chart Layout and Style 
· Working with Chart Labels 
· Changing the Chart Gridlines 
· Changing the Scale 
· Emphasizing Data 
· Using Chart Templates 
· Changing Chart Type 
· Using Sparklines 

	Week 8
	· Managing Workbooks 
· Using Workbook Views 
· Selecting and Switching Between Worksheets
· Inserting and Deleting Worksheets 
· Renaming, Moving, and Copying Worksheets 
· Splitting and Freezing a Window 
· Creating Headers and Footers
· Hiding Rows, Columns, Worksheets, and Windows
· Setting the Print Area 
· Adjusting Page Margins and Orientation ..

	Week 9
	· More Functions and Formulas 
· Formulas with Multiple Operators
· Inserting and Editing a Function 
· Auto Calculate and Manual Calculation
· Defining Names
· Using and Managing Defined Names
· Displaying and Tracing Formulas
· Understanding Formula Errors
· Using Logical Functions (IF) 

	Week 10
	· Sorting by One Column 
· Sorting by Colours or Icons 
· Sorting by Multiple Columns 
· Sorting by a Custom List 
· Filtering Data 
· Creating a Custom AutoFilter 
· Using an Advanced Filter 

	Week 11
	· Creating a Table 
· Adding and Removing Data 
· Working with the Total Row 
· Sorting a Table
· Filtering a Table 
· Removing Duplicate Rows of Data
· Formatting the Table 
· Using Data Validation 
· Summarizing a Table with a PivotTable 
· Converting to a Range.

	Week 12
	· Introduction to Artificial Intelligence

	  Week 13
	· Security, and Data Protection 
· What is Computer Security?
Computer Security Risks

	Week 14
	
       Revision lecture


	Week 15
	Final Exams



	Module Aims, Learning Outcomes and Indicative Contents

	 Module Objectives
	To introduce the student to a variety of terms, definitions, and concepts that apply to the design and use of computers, and to give “hands on” experience with Microsoft Office applications: Word, Excel, using Windows Operating System. And to teach basic internet usage and to print documents. Also, lab assignments will be combined for a comprehensive study. Students will be thoroughly tested on their ability to recall facts about computers and the use of applications. 

	Module Learning Outcomes
	Upon successful completion of the program, you should have the skills to:
1. To provide an opportunity to study modern methods of information processing and their applications;
2. use computer applications software to solve problems like (MS Word, MS PowerPoint, and MS Excel)
3. Work effectively with various current, standard Office Productivity software applications.
4. To expose students to practical examples of the computer as a useful tool.
5. To acquaint students with the proper procedures to create documents, worksheets, and presentations suitable for coursework, professional purposes, and personal use.



	Learning and Teaching Strategies

	Strategies
	The strategies to deliver this module can be as follows:

Mid-term exam 
Final Exam
 



	Module Evaluation

	Assessment Types
	Time/Number
	Weight (Marks)
	Week Due
	Relevant Learning Outcome

	
	Quizzes
	3
	9
	
	

	
	Group works
	1
	3
	
	

	
	Assignment
	
	
	
	

	
	Report
	1
	8
	
	

	Summative assessment
	Midterm Exam
	
	30
	
	

	
	Final Exam
	
	50
	
	

	Total assessment
	100% (100 Marks)
	
	



	Learning and Teaching Resources

	
	Text
	Available in the Library?

	Required Texts
	· Microsoft word intermediate tutorial pdf
	

	Recommended Texts
	· www.rgycsm.org/uploads/books/MICROSOFT-OFFICE-BOOK.pdf
	

	Websites
	


	[bookmark: _1fob9te]		                   Grading Scheme
مخطط الدرجات

	Group
	Grade
	التقدير
	Marks %
	Definition

	Success Group
(50 - 100)
	A - Excellent
	امتياز
	90 - 100
	Outstanding Performance

	
	B - Very Good
	جيد جدا 
	80 - 89
	Above average with some errors

	
	C - Good
	جيد
	70 - 79
	Sound work with notable errors

	
	D - Satisfactory
	متوسط 
	60 - 69
	Fair but with major shortcomings

	
	E - Sufficient
	مقبول 
	50 - 59
	Work meets minimum criteria

	Fail Group
(0 – 49)
	FX – Fail 
	راسب (قيد المعالجة)
	(45-49)
	More work required but credit awarded

	
	F – Fail 
	راسب
	(0-44)
	Considerable amount of work required

	
	
	
	
	

	
Note: Marks Decimal places above or below 0.5 will be rounded to the higher or lower full mark (for example a mark of 54.5 will be rounded to 55, whereas a mark of 54.4 will be rounded to 54. The University has a policy NOT to condone "near-pass fails" so the only adjustment to marks awarded by the original marker(s) will be the automatic rounding outlined above.




	Approved by Head of the Branch / Department


	
	Signature

	
	Date

	
	Name



	Approved by Curriculum Development Committee and Bologna Process Committee


	
	Signature

	
	Date

	
	Name
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