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"Microsoft Office 2016 Step by Step" by Joan Lambert and Curtis Frye. (thad\ ) Aoyl C;\)A\

"Microsoft Excel 2016 Bible" by John Walkenbach.
"Mastering Microsoft PowerPoint 2016" by William Wood.

"IBM SPSS Statistics 26 Step by Step: A Simple Guide and Reference" by Darren George
and Paul Mallery.

PowerPoint 2016 Bible" — Faithe Wempen. e an Al suladl aallly ol
IBM SPSS Statistics Step by Step™ — Darren George and Paul Mallery. ( ) &l Ly ‘)
ceee ) ‘M’J.. [l )a.a].

LinkedIn Learning.
GCFGlobal Free Microsoft Office Tutorials

https://www.udemy.com/ ) C_s‘\}q ¢ Ay <Y Qé\)'d‘
https://learn.microsoft.com/

https://www.coursera.org/

https://www.coursera.org/courses?query=spss

https://www.linkedin.com/learning

https://www.technology.pitt.edu/sites/default/files/Microsoft%20Excel%202019%20Fundam
entals_Manual.pdf
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Course Description Form

13. Course Name:
Computer Application
14. Course Code:
15. Semester / Year:
Course [2025-2026
16. Description Preparation Date:

1/12/2025

17.Available Attendance Forms:

In presence

18.Number of Credit Hours (Total) / Number of Units (Total)

90/4

19. Course administrator's name (mention all, if more than one name)

Name: Samir Hussain Mohammed
Email: samir.husain.mohammed@uomus.edu.ig

20. Course Obijectives

Course Objectives | General goal: To identify basic data types and basic
computer applications.
Special goal: To identify statistical programs and

their uses.

21. Teaching and Learning Strategies

Strategy
1. Theoretical tests

2. Duties

3.Practical
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22. Course Structure

Week | Hours | Required Learning Evaluation method
Learning Unit or subject name method
Outcomes
Tc_) I_ear_n about Excel, its benefits, Quarterly and
Theretical specifications, concept, and method of
1 and Operation_ In presence Weekly teStS
3 practical
knowledge
2 Theoretical To learn about the main screen, its In presence Quarterly and
3 and components, tools, and menu bar. Klv test
practical weekly tests
knowledge
3 Theoretig:al The concept of the cell, basic data types, In presence Quarterly and
and practical and how to enter them.
4 Theoretical How to save the work book, close the file, In presence Quarterly and
and practical and close the program.
3 knowledge weekly tests
5 Theoretical Open a saved file, enter data, perform In presence uarterlv and
and practical simple calculations, and methods of Q y
3 knowledge formatting the cell, weekly tests
6 Theoretical Learn about metths of cgllecting data or a In presence Quarterly and
and practical group of cells in its various forms, and
3 knowledge sorting data. weekly tests
7 Theoretical Use some common functions such as: In presence Quarterly and
and practical Average, Sum, Min, Max, Count, Sqrt.
3 knowledge weekly tests
8 Theoretical The process qf opening tr_\e cell, cop)_/ing In presence Quarterly and
and practical data, moving it, and copying calculations
3 knowledge (absolute and relative cell). weekly tests
9&10 Theoretical _ Ent_ering data, displaying the cgll, and In presence Quarterly and
and practical inserting formats through formatting tools.
6 knowledge weekly tests
Dealing with charts, their components and
elements, and learning about their types.
11 Theoretical How to create charts, choose different types In presence Quarterly and
and practical of charts, and their concept.
3 knowledge weekly tests




12 Theoretical Entering data and charts, and performing In presence Quarterly and
and practical various formats on them.
3 knowledge weekly tests
13&14 Theoretical Dealing with lists, list creation conditions, In
and practical and list sorting. Sorting, binary and advanced presence | Quarterly and
knowledge filtering properties. weekly tests
6
Dealing with lists, list creation conditions,
.and list sorting
15 Theoretical Sorting, binary and advanced filtering In presence Quarterly and
and practical _properties
3 knowledge weekly tests

23. Course Evaluation

Distributing the score out of 100 according to the tasks assigned to the student such as daily preparation,

daily oral, monthly, or written exams, reports .... etc

24. Learning and Teaching Resources

Required textbooks (curricular books, if any)

It's not available now

Main references (sources)

"Microsoft Office 2016 Step by Step" by Joan Lambert
and Curtis Frye.

"Microsoft Excel 2016 Bible" by John Walkenbach.
"Mastering Microsoft PowerPoint 2016" by William
Wood.

‘IBM SPSS Statistics 26 Step by Step: A Simple Guide

Reference" by Darren George and Paul Mallery.

Recommended books and references

(scientific journals, reports...)

PowerPoint 2016 Bible™ — Faithe Wempen.

IBM SPSS Statistics Step by Step' — Darren George and Pa
Mallery.

LinkedIn Learning.
GCFGlobal Free Microsoft Office Tutorials

Electronic References, Websites

https://www.udemy.com/
https://learn.microsoft.com/
https://www.coursera.org/

https://www.coursera.org/courses?query=spss
https://www.linkedin.com/learning

https://www.technology.pitt.edu/sites/default/files/Microsof
1%20Excel%202019%20Fundam entals_Manual.pdf
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