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Course Description Form

1. Course Name

Computer Fundamentals and Office Applications

2. Course Code

MU11-1-2-0- 08

3. Semester / Year

Year 2024 — 2025

4. The history of preparation of this description

19-9-2024

5. Available Attendance Forms

Mandatory

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

Units 1 Credit Hours 30

7. Course administrator's name (if more than one name)

Name: Eng. Hadeel Taleb - Programmer Yassin Abdel Hussein

8. Course Objectives

1 - To familiarize the student with the concept of | Course Objectives

computer science

2- The student should get to know the personal computer
3- The student should recognize the difference and
relationship between software and physical parts inside
the computer

4- The student should recognize the importance of using
the computer

5- The student should know how the internal computer
parts work

6- The student should familiarize himself with the
concept of information that the computer deals with and
classify it

7- The student should know how information enters and
exits to and from the computer

8- The student should get acquainted with some
operating systems

9- The student should know the relationship between
operating systems and hardware




10- The student should be able to maintain some parts of
the computer

11- The student should learn about the benefits of
computers in his public life

12- The student should be able to know the internal parts
of the computer in a tangible way

13- Introducing the student to theories, concepts and
strategies for computer work

14- The student should know the ethics of using the
computer

15- The student acquires the necessary skills to deal with
the computer and achieve information needs

16- The student should be able to use the computerin his
practical specialization

17- The student must be able to use Microsoft Windows
7/

18- The student should be able to benefit from the
features offered by Microsoft Windows 7

19- The student should have the ability to acquire
knowledge of his branches through the computer

9. Teaching and Learning Strategies

These include, for example, workshops, periodicals, | Strategy

software, websites, social services, including guest
lectures, vocational training and field studies.

10. Course Structure

Evaluatio | Learning Unit or Required Hou | The week
n method | method subject name | Learning rs
Outcomes

Quiz Lecture Introduction to { Introduction to the| 1hr | First

method. study study of computer

Discussion | Computer sciend science. Practical

method. Practical overvi¢ overview of the

Brainstormin| of the computer| computer and its

strategy. and its accessories.

accessories.




Quiz Lecture General General introductiq 1hr | Second
method. introduction. Getting to know
Discussion | Learn about the| The software and i
method. software and itg parts.
Brainstormin; parts.
strategy.
Quiz Lecture Definition and | Definition and 1lhr | Third
method. benefits of the | benefits of a
Discussion | operating systern computer.
method. and its functions Operating system
Brainstormin and its functions.
strategy.
Quiz Lecture Features and Computer features| 1hr | Fourth
method. characteristics o and characteristics
Discussion | the computer.
method.
Brainstormin
strategy
Quiz Lecture The necessity of| The necessity of us| 1hr |V
method. using the computers in light ¢
Discussion | computer the development ir
method. In light of the | our daily lives. PC
Brainstormin| development in | operating systems
strategy. our daily lives. P{ and the difference
operating syster| between them.
and the differen
between them.
Quiz Lecture Types of Types of 1lhr | Sixth
method. computers/desk computers/desktof
Discussion | p computers. computers. Networ
method. Network operati operating systems |
Brainstormin| systems / their | their benefits -
strategy. benefits - disadvantages and
disadvantages a| examples
examples
Quiz Lecture Laptops and the| Laptops and their | 1hr | Seventh
method. types. Smart types. Smart device




Discussion | device operating operating systems
method. systems and the| and the features of]
Brainstormin| features of each| each.
strategy.
Quiz Lecture Smart devices ar Smart devices and | 1hr | Eighth
method. their types. their types.
Discussion | Windows7 Windows7 Genera
method. General introduction.
Brainstormin| introduction.
strategy.
Quiz Lecture Central Central computers| 1hr | Ninth
method. computers. Desktop and its cor|
Discussion | Desktop and its | components.
method. core component
Brainstormin
strategy.
Quiz Lecture Network Network computer| 1hr | X
method. computers and | and their types. My
Discussion | their types. My | Computer and its
method. Computer and it characteristics.
Brainstormin| characteristics.
strategy.
Quiz Lecture 11. Computer |-Computer parts. | 1hr | Eleventh
method. parts. How to d¢ How to
Discussion | with icons and | Dealing with icons
method. delete them. and
Brainstormin Delete.
strategy.
Quiz Lecture Hardware & Hardware | 1hr | Twelfth
method. Software is a Software is a
Discussion | comprehensive comprehens
method. definition. My definition. M
Brainstormin{ Documents & Documents &
strategy. Recycle Bin Recycle Bin
Quiz Lecture The relationship| The relationship | 1hr | Thirteenth
method. between between hardware

hardware,

software and user.




Discussion | software and us( Title Bar & Menus ¢
method. Title Bar & Men( Screenbars
Brainstormin| Bar Screenbars
strategy.
Quiz Lecture Physical comput Physical computer | 1hr | Fourteenth
method. parts and their | parts and their
Discussion | divisions. Addres divisions
method. Bar, Tool Bar & | . Address Bar, Tool
Brainstormin| Status Bar Bar & Status Bar
strategy.
Quiz Lecture Monitor , how il Monitor and how i 1hr | Fifteenth
method. works and views works
Discussion | Program and filg and views. Program
method. and the differen| and the file and the
Brainstormin| between them. | difference betweer
strategy. them.
Quiz Lecture Mouse & Mouse & Keyboard 1hr | Sixteenth
method. Keyboard, its | its types and benef
Discussion | types and benef
method.
Brainstormin
strategy.
Quiz Lecture & Case Power | & Case Power Supg 1hr | Seventeent
method. Supply, how the! how they work and
Discussion | work and benefi| benefits. Folder
method. Folder benefits, | benefits, propertie:
Brainstormin| properties and | and control.
strategy. control.
Quiz Lecture Motherboard , i Motherboard , its | 1hr | Eighteenth
method. types and the | types and the
Discussion | difference Hous( difference House
method. Types. Right clic| Types. Right click
Brainstormin{ menu for desktd menu for desktop.
strategy.
Quiz Lecture The importance| The importance of | 1hr | Nineteenth
method. the motherboar( the motherboard a

and its quality fq

its quality for the




Discussion | the computer in| computer in gener:
method. general. Gadget! Gadgets gadgets ar
Brainstormin| gadgets and hov how to deal with
strategy. to deal with ther them.
Quiz Lecture Secondary stora; Secondary storage | 1hr | 20th
method. units. Copy and | units. Copy and mo
Discussion | move files and | files and folders
method. folders
Brainstormin
strategy.
Quiz Lecture Hard Disk . Seleq Hard Disk . Select a| 1hr | Twenty-firs
method. group of files an| group of files and
Discussion | folders folders
method.
Brainstormin
strategy.
Quiz Lecture Floppy Disk and | Floppy Disk and its| 1hr | Twenty-
method. types. Shortcut ,| types. Shortcut, hg second
Discussion | how to create it| to create it and its
method. and its properti€ properties.
Brainstormin
strategy.
Quiz Lecture CD & DVD and tt CD & DVD and the | 1hr | Twenty-thi
method. difference difference betweer
Discussion | between them. { them. - Control the
method. Control the desktop and its
Brainstormin| desktop and its | settings.
strategy. settings.
Quiz Lecture Flash Memory & Flash Memory & Bl{ 1hr | Twenty-
method. Blu-ray . Screen | ray . Screen fourth
Discussion | Resolution & Resolution & Scree
method. Screen Saver. | Saver.
Brainstormin
strategy.
Quiz Lecture CPU. Start Meny CPU. Start Menu | 1hr | Twenty-fift
method. and its and its importance

importance.




Discussion

method.
Brainstormin
strategy.
Quiz Lecture CPU component CPU components | 1hr | Twenty-sixt
method. and method and method
Discussion | The work of eac| The work of each o
method. of those those components,
Brainstormin{ components. Rig Right section of the
strategy. section of the lig list
Start . Start .
Quiz Lecture Cache Memory | Cache Memory ang 1hr | Twenty-
method. and its its importance. Left seventh
Discussion | importance. Left section
method. section of from the Start men
Brainstormin; Start menu .
strategy.
Quiz Lecture RAM and its wo| RAM and its work.| 1hr | Twenty-
method. Taskbar Taskbar properties eighth
Discussion | properties.
method.
Brainstormin
strategy.
Quiz Lecture ROM , its types| ROM , its types an¢ 1hr | Twenty-nin
method. and the differen| the difference
Discussion | between them. | between them.
method.
Brainstormin
strategy.
Quiz Lecture Start menu Start menu lhr | Xxx
method. properties .UPS| properties .UPS &
Discussion | Scanner & Printg Scanner & Printer.
method. Control the disp| Control the display
Brainstormin| of windows in th windows in the
strategy. screen. screen.

11. Course Evaluation




Distribution of the score out of 100 according to the tasks assigned to the
student such as daily preparation, daily, oral, monthly, written exams and
reports, and distributed in the form of 40 degrees for the annual quest and 60

degrees for the final exam

12. Learning and Teaching Resources

1- Fundamentals of Computer and its
Office Applications (Part 1), Dr. Ziad
Muhammad Abboud, Dr. Ghassan Hamid
Abdul Majeed, Dr. Amir Hussein Murad,
Eng. Bilal Kamal Ahmed, University House,
Iraq, 2014.

2- Cisco Zena Jayes and Alexandra Holmes
Academy Curriculum-2004

3- Systems Design Using Controllers - Nizar
Muhammad Khatib - Shuaa Publishing -
2003

Required textbooks (methodology,

any)

Main references (sources)
Recommended books and
references (scientific journals,
reports...)

Electronic References, Websites




