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Course Book 

1. Course name Computer Applications 

2. Lecturer in charge Sarkaft I. Mohammed 

3. Department/ College Department of Animal Resources 

4. Contact e-mail:  sarkatmohammed@gmail.com 

Tel: 009647504696093 

5. Time (in hours) per week  Practical: 2 hours                       

6. Office hours Tuesday : from 10:30 to 12:30 

Coordinator Mr. Mohammed jalil : 00964 750 4962884 

7. Course code  

8. Teacher's academic profile  I graduate from Dr. B.A.M. University 

9. Keywords Windows, Word, Excel, power point   

10.  Course overview:  

By the course the students to be familiar with the IT topics needed in their 

study. Starting from basic principles of IT and main components of personal 

computer system hardware and software. Then going through applications 

starting with Windows operating system, as the most spread operating system, 

for managing and using files, folders and programs.  

11. Course objective: 

    Turn on and shut down a computer, using the mouse, the desktop, taskbar, 

Start menu, run the program to minimize and maximize and close windows, 

move between programs, move windows from one place to another, control 

capacity of windows, documents, remove the contents List my documents, 

photos, music, the control panel, the modalities display control panel, control 

the desktop wallpaper, screen saver, colours and lines of windows, screen 

settings, adjust the colours of the screen, edit the time and date, the volume, 

switch between buttons and mouse, quickly click control double, to change the 

mouse cursor, control the speed of your mouse, turn off run applications that 

non-responsive, create a folders or files, change the names of files and folders, 

move files and folders, copy files and folders, delete file or folder, search for a 

file or folder, set up a shortcut icon for the application or file, modifying the 

shortcut icon, file compression , pick up (copying) the screen image and paste 

to paint then save it. 
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12.  Student's obligation 

The students should attend all scheduled classes. If you do not do so, you may not be able to 

demonstrate that you have achieved the Learning Outcomes for the module, and you are at 

risk of being graded “X” in the module. As a general guide, if you are absent one practical 

lecture, your average absent will Take into consideration according to University 

Instructions (See Registration Section for more information). 

 

13. Forms of teaching 

Data show and white board and power point. 

14. Assessment scheme 
Semester Final Exam 

30% 10% 60% 

Practical. Teachers marks Practical. 

30% 

H.W Quizzes attendance 

60% 
3% 3% 4% 

 
15. Student learning outcome: 

  

16. Course Reading List and References: 

  Computer skills, windows 7 and office 2010, by: M. bilal and others. 

 Schaum’s outline operating System, by: G. hares, ISBN 9953-3-0144-1, 2003. 

 Teach yourself PCs in 24 hours, Sams publishing. 

 

17. The Topics: Lecturer's name 
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18. Practical Topics: 

Weeks 

in months 
Practical’s Topics Covered 

 

Sub-Topics 

 

1 

 

 

 

Introduction to Computer 

System 

Information Technology 

- Components of computer 

system 

- Types of computers 

- Input, outputs and processing 

devices 

- IT applications in everyday life 

- Hardware and software 

2 
Introduction to windows 

the operating system 

- windows OS 

- options of mouse 

- restart and turn off 

- windows minimize, maximize, 

close an resize 

3 Windows\Start Menu 

- Start Menu components 

- control panel 

- Taskbar, toolbar 

- Documents and recycle bin 

 

4 
Windows\Files and Folders 

- different operations on files and 

folders 

 

5 

Windows\search 

operations options 

 

- file properties 

- desktop background 

- date and time 

6 
Windows\Disk space 

information 

- system information 

- how to get windows help menu 
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7 
Introduction to Microsoft 

word program 

- the program interface 

- status bar, getting help 

 

8 

 

Microsoft word\ Beginning 

of the work program 

- create file and add writings 

- save files, add symbols 

- add and delete pages from the 

document 

9 

Microsoft word \ Make 

sure that your document is 

free from errors 

- Spelling and languages, use the 

auto correct 

- use the auto correct 

- find and replace words 

10 

Microsoft word \ Make 

sure that your document is 

free from errors 

- Spelling and languages, use the 

auto correct 

- use the auto correct 

- find and replace words 

11 

Microsoft word\ 

Introduction to coordinate 

writings 

- Use the font box 

- formatting paragraph 

- add borders and shadows 

- using taps 

12 

Microsoft word \ 

preparation and page 

layout 

- add sections and page breaks 

- page setup 

- show line numbering 

- header and footer 

13 

Microsoft word \ add 

shapes and images to the 

document 

- drawing shapes and lines 

- order forms 

- add to the writings shapes 

- insert images  
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14 
Microsoft word \ Edit 

pictures 

- add effects to images 

- shapes 

- use the dialog format picture 

- about the pictures text wrap 

15 
Microsoft word \ dealing 

with tables 

- creating tables 

- choose the elements of the table 

- add and delete rows and 

columns 

- control in rows and columns 

16 

Microsoft word \ convert 

scripts to a table and vice 

versa 

- sort data table 

- dealing with mathematical 

equations 

17 
Microsoft word \ Graphs 

and Diagrams 

- create graphs 

- edit graphs 

- adjust the positions and 

properties of parts of the graph 

18 
Microsoft word \  

Documents 

- save files with different types 

- save files in the PDF 

19 

 

Microsoft word \ index 

document save settings 

- advanced settings of the 

program 

- specify a password to open and 

modify files 

- examine the documents before 

publication 

 

20 

Introduction to Microsoft 

Excel program 

- the program interface 

- moving within a file 

- enter and modify data 
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21 
Microsoft Excel \ dealing 

with files 

- add rows, columns and cells 

- move and copy the contents of 

the cells 

22 
Microsoft Excel \ 

worksheet format 

- align writings 

- dealing with rows and columns 

through the shortcut menu 

- add borders to cells 

23 
Microsoft Excel \ formula 

and functions 

- write formulas or equations 

- different mathematical 

operations 

- use functions 

23 Microsoft Excel \ graphs 

- edit graphs 

- parts of the graph format 

- page setup, print files 

24 
Microsoft PowerPoint \ 

dealing with writings 

- add to slide writings 

- formatting paragraphs 

- header and appended to the 

header and footer 

25 
Introduction to Microsoft 

PowerPoint program 

- the program interface 

- open a new file and save 

26 

Microsoft 

PowerPoint\dealing with 

writings 

- add to slide writings 

- formatting paragraph 

- find and replace writings 

27 

Microsoft 

PowerPoint\advanced 

formats 

- outline border line settings 

- add effects on the text box 

- order of presentation slides 
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28 
Microsoft 

PowerPoint\tools  

- the selection and arrangement of 

shapes 

- add to the writing shapes 

29 
Microsoft PowerPoint\ 

images and multimedia 

- add photos to slide 

- adjust image settings 

- add video files 

30 

Microsoft 

PowerPoint\animation and 

effects 

- add transition effects 

- work on the path of stirring 

 

19. Examinations: 

- How to change the date and time of the windows? 

- How to create a table for your weekly subjects? 

- Write down the required formula to calculate the averages of students’ marks in first class? 

- How to add animation effects on a specific text in power point slides? 

- How to do a web search about universities inside Iraq? 

Which one of the following is both an input and output device? 

a. Touchscreen.  

b. Keyboard.  

c. Printer.  

d. Scanner. 

-Which one of the following is an example of hardware?   

a. An antivirus program.  

b. A spread sheet application.  

c. A mouse.  

d. The World Wide Web  

20. Extra notes: 

 

21. Peer review: 

 

 

 


