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	Module Information
معلومات المادة الدراسية

	Module Title
	Computer Skills
	Module Delivery

	Module Type
	Support
	· ☐Theory    
· ☐Lecture
· ☒ Lab 
· ☐ Tutorial
· ☐ Practical
· ☐ Seminar

	Module Code
	NVU1101
	

	ECTS Credits 
	7
	

	SWL (hr/sem)
	175
	

	Module Level
	UGx11  1
	Semester of Delivery
	1

	Administering Department
	NETW
	 College
	 CIT

	Module Leader
	Name: Ahmed Hayali
	e-mail
	E :ahmed.mahfoodh@uoninevah.edu.iq

	Module Leader’s Acad. Title
	Lecturer
	Module Leader’s Qualification
	Ph.D.

	Module Tutor
	Name :Enasalhmed
	e-mail
	E:enas.alhmed@uoninevah.edu.iq

	Peer Reviewer Name
	Name: Enasalhmed
	e-mail
	[bookmark: _GoBack]E: enas.alhmed@uoninevah.edu.iq

	Scientific Committee Approval Date
	01/06/2023
	Version Number
	1.0




	Relation with other Modules
العلاقة مع المواد الدراسية الأخرى

	Prerequisite module
	None
	Semester
	

	Co-requisites module
	None
	Semester
	








	Module Aims, Learning Outcomes and Indicative Contents
أهداف المادة الدراسية ونتائج التعلم والمحتويات الإرشادية

	 Module Objectives
أهداف المادة الدراسية

	1. This module sets out essential concepts and skills relating to the use of devices, file creation and management, web browsing, networks, and data security.
2. Covers the key skills and main concepts relating to ICT, computers, devices, and software.
3. Certifies best practice in effective computer use.
4. Help the students to collaborate with colleagues electronically 
5. Help students to demonstrate the ability to use a word processing application to accomplish everyday tasks associated with creating, formatting, and finishing small-sized word processing documents, such as letters and other everyday documents.

	Module Learning Outcomes

مخرجات التعلم للمادة الدراسية
	1. Understand key concepts relating to ICT, computers, devices and software.
2. Identify the main types of Integrated and External equipment
3. Understand concepts of online communities, communications and e-mail
4. Use University email to Collaborate inside and outside university and How to participate in video conference using meet
5. Use Moodle to access lectures, do quizzes, and submit assignments.  
6. Adjust the main operating system settings and use built-in help features.
7. Know about the main concepts of file management and be able to efficiently organize files and folders.
8. Understand key storage concepts and use utility software to compress and extract large files.
9. Understand the importance of protecting data and devices from malware, and the importance of backing up data.
10. Create a report byMs. Word document and print an output.
11. Create and edit Ms. word documents that will be ready to share and distribute.
12. Use the web browser and manage browser settings, bookmarks, and web outputs
13. Use and collaborate with Google Docs app, taking advantage of cloud services.

	Indicative Contents
المحتويات الإرشادية
	Introduction to ICT and Computers

Overview of ICT concepts, computer hardware, and software
Understanding the role of devices and peripherals in computer systems
Integrated and External Equipment

Identifying different types of integrated equipment (e.g., built-in webcams, microphones)
Exploring external equipment (e.g., printers, scanners, external hard drives)
Online Communities and Communication

Understanding online communities and their significance
Communication methods such as email, instant messaging, and social media
Collaboration and Video Conferencing

Using university email for collaboration and communication
Participating in video conferences using platforms like Google Meet
Moodle Usage

Accessing course materials, lectures, and resources on Moodle
Completing quizzes and submitting assignments through Moodle
Operating System Basics

Adjusting key settings in the operating system (e.g., display, network)
Utilizing built-in help features for troubleshooting and learning
File Management

Understanding file management concepts (e.g., file organization, directory structure)
Efficiently organizing files and folders using the operating system's file explorer
Storage Concepts and Utility Software

Understanding storage concepts (e.g., file size, storage capacity)
Using utility software to compress and extract large files (e.g., zip files)
Data Protection and Backup

Importance of protecting data and devices from malware and viruses
Implementing backup strategies for data preservation and recovery
Microsoft Word Basics

Creating and formatting a report using Microsoft Word
Printing documents and managing print settings
Advanced Microsoft Word Features

Editing and refining Word documents for sharing and distribution
Utilizing features like track changes, comments, and document protection
Web Browsing and Google Docs

Using web browsers and managing browser settings
Managing bookmarks and accessing web-based outputs
Collaborating with others using Google Docs and leveraging cloud services





	Learning and Teaching Strategies
استراتيجيات التعلم والتعليم

	Strategies
	The main strategy that will be adopted in delivering this module is to encourage students’ participation in the exercises, while at the same time refining and expanding their critical thinking skills. Different forms of teaching will be used to reach the objective of the this module this include power point presentation for the subjects which contains titles, definitions, summery and conclusions, whiteboard will be used and classroom discussion with assignments, the students will be asked to prepare papers on selective topics.



	Student Workload (SWL)
الحمل الدراسي للطالب محسوب لـ ١٥ اسبوعا

	Structured SWL (h/sem)
الحمل الدراسي المنتظم للطالب خلال الفصل
	63
	Structured SWL (h/w)
الحمل الدراسي المنتظم للطالب أسبوعيا
	4

	Unstructured SWL (h/sem)
الحمل الدراسي غير المنتظم للطالب خلال الفصل
	87
	Unstructured SWL (h/w)
الحمل الدراسي غير المنتظم للطالب أسبوعيا
	6

	Total SWL (h/sem)
الحمل الدراسي الكلي للطالب خلال الفصل
	150




	Module Evaluation
تقييم المادة الدراسية

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

	Formative assessment
	Quizzes
	2
	10% (10)
	5 and 7
	LO #1, #2 and #3, #4

	
	Assignments
	2
	10% (10)
	3 and 10
	LO #1, #3 and #4, #5

	
	Projects / Lab.
	1
	10% (10)
	Continuous
	All 

	
	Report
	1
	10% (10)
	13
	LO #1

	Summative assessment
	Midterm Exam
	2hr
	10% (10)
	8
	LO #1 - #4

	
	Final Exam
	3hr
	50% (50)
	16
	All

	Total assessment
	100% (100 Marks)
	
	





	Delivery Plan (Weekly Syllabus)
المنهاج الاسبوعي الulgd

	Week  
	Material Covered

	Week 1
	Introduction to Computer skills
Defining the term Information & Communication Technology
ICT Services/Uses
· Internet services, Mobile Technology, Office Productivity Applications

	Week 2
	Computer and Devices
Define the term Hardware
Identify the main type of computers
· Desktops, Laptops, Tablets
Identify the main type of devices
· Smart phone, Media Player, Digital Camera

	Week 3
	Define the terms Processor (CPU), Random Access Memory (RAM), Storage
Understanding their impact on performance when using computers and devices
Viruses and Malware

	Week 4
	Identify the main types of Integrated and External equipment
· Printers, Screens, Scanners, Keyboards, Mouse/Track pad, webcam, speakers, Microphone, Docking Station.
Identify common input/output ports like USB, HDMI.
Network Concepts

	Week 5
	Software and Licensing
Operating System and Applications
Productivity Apps
· Google Apps (Gmail, Google Drive, Google Hangout Meet, Calendar)
· Moodle (Opening Moodle, Courses, Assignments, Quiz, Lesson)

	Week 6
	Using Windows, Desktop, Icons, Settings
Tools and Settings
Non Responding Applications
Help Functions

	Week 7
	Start Menu
File Management
· Organizing Files and Folders
· Copy & Move Files and Folders
· Saving a File in a Folder 
Storage and Compression
Mid-Term Exam

	Week 8
	System Settings
Install/Uninstall Applications
Screen Resolution
Print Screen/Active Window
Connect/Disconnect a new device (USB flash drive, Digital Camera, Media Player)

	Week 9
	Identify file size  and Storage Capacity (like: KB, MB, GB, TB)
Understanding the purpose of file/folder compression
Microsoft Word Processing Software
· Starting and Exiting Word Processing Application
· Copy and Move, Save and Save as documents

	Week 10
	Edit Screen
· Word Document Window, Ribbon and Elements
· Quick Access Toolbar
   Entering and Editing Text
· Using of Rulers
· Selecting Text
   Symbols
Show/Hide Characters

	Week 11
	Editing Text
· Customizing the View
· Using Undo and Redo
· Using Cut, Copy and Paste
   Formatting the Text
· Changing the Appearance of Text
· Paragraph Alignment/ Indenting
· Bullets and Numbering
· Line Spacing/Tabs
· Finding and Replacing Text in a Document

	Week 12
	Formatting the Document
· Changing the Paper Size, Orientation and Margins
· Inserting Page Numbers
· Cover Page
· Table of contents 
· Applying Columns
· Printing the Word Document

	Week 13
	 Inserting Pictures into a Document and caption
      Inserting a Table
· Formatting the Text in the Table   
· Inserting and Removing Rows or Columns or Cells 
· Adjusting the Width and Height of Cells
· Merging and Splitting Cells

	Week 14
	Google Docs
Create file and know the tool bar,
Collaborate with others. Share file

	Week 15
	Preparatory Week

	Week 16
	Final Exam



[bookmark: _30j0zll]
	Learning and Teaching Resources
مصادر التعلم والتدريس

	
	Text
	Available in the Library?

	Required Texts
	· Learn Microsoft Office 2019, by Linda Foulkes.
· Shelly Cashman Series Microsoft Office 365 & Office 2019 Introductory (2019)
· IC3 Certification Guide Using Microsoft Windows 10& Microsoft Office, by CCI Learning.
	No

	Recommended Texts
	Computer Essentials Courseware by the Arab scientific publications
	No

	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.
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