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Course Description (1)

1. Course Title

Computer skills

2. Course Code

3.Semester/Year

Seasonal / Season 1

4. Description Preparation Date | 2024/2023

5. Available Attendance Form

Daily attendance according to the lecture schedule

6. No. of Hours (Total)

hours30

7. No. of Credits (Total) 2

8. Course Administrator Name

M.M. Ahmed Al-Saffar

9. E-mail
Course objectives

A1 | The student’s understanding of the material

A2 | The ability to analyze and apply what you have learned practically on the computer
-é” A3 | The evaluation is done by presenting the material to the students in the laboratory and then applying it
% oy Teach the student to be familiar with the basic rules for dealing with and managing
X computer
ff) B1 | Live questions and answers about previous material

/




Analyzing the student’s ability to comprehend through homework carried out at home and stored on disks to be prese

Values

B2 directly to the student to know the extent of what they learned from the previous lecture.
B3 | Showing educational films specific to the subject in order to consolidate the ability to learn.
B4 | The skill of implementing everything they have learned theoretically directly by the student.
The student is required to conduct research and reports on the importance of using computers in our lives and
C1 | using means of communication between them and work
Simple films about it as well and discussion report.
co Guiding the student how to use the computer in a manner compatible with his cultural level.
c3 Directing the student how to deal with social sites.
The theoretical method and explanation is by presenting the material on the Point Power program in the form of
diagrams and pictures in order to attract attention
C4 | The student and help him not to feel bored. The practical method is to apply what has been done

Show it on the computer and conduct daily and monthly exams.

10.Teaching and Learning Strategies

Theoretical lectures in the form of recitation

1. ELECTRONIC LECTures 4.
) Asking questions and opening the door to dialogue 5 Summarizing lectures with emphasis on vocabulary
3 Assigning the student to reports 6 The mission

11. The Structure of the Course

N




™~

Week | Hours RLOs Topic/Subject Name Learning Method Evaluation Method

1 3| Computer cycle, its generations, data Computer basics theoretical | A quick review with students at

and information the end of the lecture

2 3 Computer features, areas of use, and Computer basics theoretical Daily testing
components

3 3 Types of computers and their Computer basics Video representing types of Question within the lecture

classification computers
4 3| Computer components, physical parts, Computer's components |  Video representing computer Question within the lecture
input and output devices parts

5 3| Definition of the operating system, its Operating system theoretical Daily testing
functions and goals

6 3 Operating system classification Operating system Practical with video tutorial Daily testing
examples of operating systems

7 3| Start menu and its contents using the Operating system practical Daily testing
Calculator
To know its contents

8 3 New features of Windows 10 Operating system Practical with video tutorial Daily testing

9 3 Taskbar (use the computer to see its Operating system practical Daily testing
contents)

10 3| Notification area (use the computer to Operating system practical Daily testing
find out its contents)

11 3 Folders, files and icons Operating system practical Daily testing




12

Desktop backgrounds and control panel

Operating system

practical

Daily testing

13

Introduction to Microsoft Word 2010
Home tab of the Word program

Microsoft word

practical

Daily testing

14

Insert tab in Word

Microsoft word

practical

Asking questions and answering
them from the student

15

Tab and page layout

Microsoft word

practical

Asking questions and answering
them from the student

16

17

18

19

20

21

22

23

24

25

26

27

28

29

30




12. Course Evaluation

Distribution of the grade out of 100 according to the tasks assigned to the student, such as daily preparation, daily,
oral, monthly and written exams, reports, etc. Attendance and participation 10% Daily exam 10% Monthly exam
20% Final exam 60% Final grade 100%

13. Learning & Teaching Resources

Required textbooks Methodical books/help books

(curricular if any)

Main References Basic texts prepared by the subject teacher

(sources)

Repor riodicals an ientific journal
Recommended Books & References eports/periodicals and scientific journals

(Scientific Journals, Reports )

Websites or Electronic References International Information Network (Internet)
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Course Description (1)

Commercial letters Course Name.1

CodeThe decision.2

The second course 2023-2024 the chapter /the year.3

Date this was .4

2024-4-1
eparedthe description
aAttendance forms .5
classrooms )
available
30 Number of study .6
hours (total)
5 Number of units .7

(total)

millimeter. Zainab Hadi Ali

Name of the course .8
administrator

Zainab.h@albayan.edu.iq

Email

Course objectivesScholarship .9

Providing a systematic and comprehensive text that contains
all the basic concepts in written and electronic commercial
correspondence

Al

Providing an amount of information and knowledge that is in
line with developments in the world of commercial and
administrative correspondence.

Knowledge

A2

Providing real-life information and experiences about
correspondence skills and removing imaginary barriers to
prevent obstacles that hinder administrative and commercial
correspondence operations.

A3

Providing a systematic and comprehensive text that contains
all the basic concepts in written and electronic commercial
correspondence

Ad

Know the specifications of basic business correspondence

Bl

Know the components of correspondence.

Skills

B2

—

S

|


https://www.onlinedoctranslator.com/en/?utm_source=onlinedoctranslator&utm_medium=docx&utm_campaign=attribution
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Understand the tactics, strategies, rhetorical processes, and
business communications that can be used and how to send | B3
them.

B4

Knowing the basic skills that an employee actually needs and
on which most correspondence operations in international | C1
companies are based

Knowledge of the concepts associated with business
correspondence in general, which increases the student’s | C2
ability to relate contemporary events and how they proceed
Knowing the basic skills that an employee actually needs and
on which most correspondence operations in international | C3
companies are based

Knowledge of the concepts associated with business
correspondence in general, which increases the student’s | C4
ability to relate contemporary events and how they proceed

Value

Teaching and learning strategies.10

Lecture style Lecture style 1.

4-2 Presentation stylePowerpoint 4-2 Presentation 9
stylePowerpoint '

4-3 Case study method 4-3 Case study method 3.
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Course structure .11

Evaluation method

Learning method

Name of the unit or topic

Required learning
outcomes

hours

the
week

1-Method of giving
lectures
2-Student groups
3-Workshops
4- Reports and
studies

The importance of
pusiness correspondence

2

1-Method of giving
lectures
2-Student groups
3-Workshops
4- Reports and
studies

tructure and features of
the business message

1-Method of giving
lectures
2-Student groups
3-Workshops
4- Reports and
studies

'he main and secondary
elements of the business
message

1-Method of giving
lectures
2-Student groups
3-Workshops
4- Reports and
studies

Types of business
messages

1-Method of giving
lectures

2-Student groups

Inquiry letter




3-Workshops
4- Reports and

3-Workshops
4- Reports and

studies
1-Method of giving |sponse letters to inquiry
lectures letters and pricing
2-Student groups methods 6
3-Workshops
4- Reports and
studies
1-Method of giving Demand messages
lectures
2-Student groups 7
3-Workshops
4- Reports and
studies
1-Method of giving Payment methods in
- lgctutl‘es internal and external
-student groups
3-Workshops trade 8
4- Reports and
studies
1-Method of giving | Summary of commercial and
lectures banking correspondence:
2-Student groups | A_ Complaint and settlement
3-Workshops letters 9
4- Reports and .
studies B_ Request execution
messages
1-Method of giving The importance of
lectures Dusiness correspondence
2-Student groups 10




studies

1-Method of giving
lectures
2-Student groups
3-Workshops
4- Reports and
studies

tructure and features of
the business message

11

1-Method of giving
lectures
2-Student groups
3-Workshops
4- Reports and
studies

'he main and secondary
elements of the business
message

12

1-Method of giving
lectures
2-Student groups
3-Workshops
4- Reports and
studies

Types of business
messages

13

1-Method of giving
lectures
2-Student groups
3-Workshops
4- Reports and
studies

Inquiry letter

14

1-Method of giving
lectures
2-Student groups
3-Workshops
4- Reports and
studies

sponse letters to inquiry
letters and pricing
methods

15
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Course evaluation .12
Distribution of the grade out of 100 according to the tasks assigned to the
student, such as daily preparation, daily, oral, monthly, written exams,
reports, etc.

Learning and teaching resources .13

Commercial letters - written by Futouh Omran Required prescribed books
(Methodology, if any)

siness correspondenceAnd banking-Written by Dr Main references
Abdel-Wadood Al-Ali ('Sources)

entific  journals in  specializationsCommercial | Recommended  supporting
correspondence, banking and financial texts. books and references

(Scientific journals, reports....)

Specialized websites electronic references,
Internet sites
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“Software Project Management”, Best (D Ol dngid))
projects tools and Techniques .J.Ross
publishing, 2010.
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(1989).
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2010..
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