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Course Specification

Course Title: Advanced Computer Applications

Course Code: 0106 =

Program: Computer Science ( Programming- Networks)

Department: Applied Sciences

College: Applied College

Institution:  Imam Mohammad Bin Saud Islamic University

Version: 1st version

Last Revision Date: 2023/02/26
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A. General information about the course:

Course Ildentification

1. Credit hours: 3 (2 Theory, 2 lab)

2. Course type:

a. University [] College [] Department[X Track[] Others[]
b. Required Electivell

3. Levellyear at which this course is offered: 3rd Level

4. Course general Description: The course is a continuation to the topics that have
been introduced csc0114, but in a deeper and more specific manner scope focusing on the
practical side of application. And the course covers topics related to library computer
applications related to word processing, databases, and spreadsheets Access & Excel &
Word

This course should also be covering the following professional certification:

5. Pre-requirements for this course (if any): cs0114
6. Co- requirements for this course (if any): N/A

7. Course Main Objective(s): The course introduces students to the foundations of
information technology, It also trains students on how to use of a personal computer, how
to operate it, and on using the most popular office applications.

1. Teaching mode (mark all that apply)

Mode of Instruction Contact Hours

1. Traditional classroom
2. E-learning
Hybrid
3. e Traditional classroom 60
e E-learning
4. Distance learning

100%

2. Contact Hours (based on the academic semester)

Activity Contact Hours

Lectures 12
Laboratory/Studio 48
Field

Tutorial

Others (specify) 150

I

ISJ"P.W!\’!‘
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B. Course Learning Outcomes (CLOs), Teaching Strategies
and Assessment Methods

Code of

Course Learning Outcomes | CLOs aligned Teachmg Assessment
X Strategies Methods
with program
To mention the importance 5¢ «1g¢ Class lectures. Quizzes.
of office softwares in doing Class discussion. Homework and
1.1 work, Questions/Answer  Assignments.
. S Written and online
correspondence, data saving session in class. exams.
and management. Home work. Writing reports.
To know about the most 5g «1g Learning by Presentations.
prominent office softwares, discovery. Discussion  and
1.2 e e s e, 2 Self-education. debate.
their componer;ts Brainstorming. Achievement file.
: Online search. Performance
To state the co_ncept of 5¢ «1g KWL learning table.
13 datgbases, their types, and Mind maps.
thelr_ mqst popular Concept maps.
applications.
To use the word processing 5¢ «1g Class lectures. Quizzes.
2.1 program skillfully in Class discussion. Homework and
correspondence. Questions/Answer  Assignments.
To design templates and use  5g «1g¢ S Written and online
2.2 them in word processing session in class. exams.
program. Home work. Writing reports.
To use charts programs to 5g «1g Learning by  Presentations.
2.3 organize, display, search for discovery. Discussion  and
data. Self-education. debate.
To use database programs 5g «lg Bra?nstorming. Achievement file.
to create, modify, design, O_nllne search. Performance tests.
2.4 and accurately build. Mind maps.
connections between Concept maps.
databases.
31 Collaboration, teamwork, 13 Class lectures. Quizzes.
' and professional ethics. Class discussion. Homework and
Take the responsibility for 23 Questions/Answer As§ignments. _
3.2 continuous learning, and S Wilits &e) erie
session in class. exams.
self-dej\velopmenF. - - Home work. Writing reports.
Effective and efficient time 33 Learning by Presentations.
management when applying discovery. Discussion  and
acquired knowledge and Self-education. debate.
3.3 skills. Brainstorming. Achievement file.
Online search. Performance.
Mind maps.
Concept maps.
2244
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C. Course Content

List of Topics Contact Hours

Word processor software (MS Word):

o Create and manage documents.

o Search for text, insert hyperlinks, create bookmarks, move to a
specific location or object in a document.

Prepare documents for collaboration (restrict editing, protect
1. documents by using passwords) 16
Use advanced editing and formatting features.

Create and manage references.

Create and modify macros.

Perform mail merges(manage recipient lists - insert merged fields -
preview merge results -create merged documents, labels, and
envelopes)

Spreadsheet software (MS Excel):

o

O O O O

o Create functions.
o Functions (Sum, Average, Max, Min, if, AND, OR, NOT and
VLOOKUP(), HLOOKUP(), MATCH(), and INDEX())
2. o Create and modify PivotTables. 16
o Create and modify PivotCharts
o Create advanced charts and tables.
o Insert the header and footer to the worksheet.
o Print the worksheet.
Building a Dashboard using the spreadsheet software (MS Excel).
Access software (MS Access)
Create and manage a database
3 Build tables 16

Create queries
Create forms
Create reports

O O O O O

D. Students Assessment Activities
Percentage of

Assessment

_ e Total
Assessment Activities * timing
. Assessment

(in week no)
Score
1. Mid-term Week 7, 11 10%
2. Quizzes (From 3-4 Quizzes) Week 4, 8, 10 15%
3. 1% Practical Evaluation Week 6 25%
4 2" Practical Evaluation Week 12 25%

L 2 2 24


anwar kiki
New Stamp4


wujaillg puloill pigdi i <

Education & Training Evaluation Commission @

Percentage of

Assessment
L e Total
Assessment Activities timing
. Assessment
(in week no)
Score
5 Participation All Semester 5%
6 Final Week13 20%
7 Total Marks 100%

*Assessment Activities (i.e., Written test, oral test, oral presentation, group project, essay, etc.)
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E. Learning Resources and Facilities

1. References and Learning Resources

o Microsoft Office Step by Step (Office 2021 and Microsoft
365)1% edition, ISBN: 0137544766, Authors: Joan Lambert,
Curtis Frye.

Essential References o Microsoft Office 2019 Step by Step, 1% edition Published by

Microsoft Press (December 7th 2018) - Copyright © 20109.

Computer Skills, King Abdulaziz University 9 edition

Published by Khawarizm Academic - Copyright © 2021.

Supportive References  [MNI/ZA

Electronic Materials Online resources will be provided during class lectures on LMS.
Other Learning Materials [RNI/ZA

2. Required Facilities and equipment

Resources

Classroom — A computer lab equipped and
connected to a shared printer and the internet.

ltems
Facilities
(Classrooms, laboratories, exhibition rooms,
simulation rooms, etc.)

Technology equipment Smart board, data projector, Microsoft Visio or
(projector, smart board, software) Edraw Max and Internet browser.

Other equipment

(depending on the nature of the specialty) Sk

F. Assessment of Course Quality

Assessment Areas/Issues Assessor Assessment Methods

1.Questionnaires and

referendums approved by

the department.
Effectiveness of teaching Peer references — students.  2.Peer evaluation of
faculty members.
3.Review the results of the
students' evaluation.
1.Questionnaires and
referendums approved by
the department.
2.Review course
descriptions and course
reports periodically.
3.Peer evaluation and
periodic exchange of

Peer references - program
Effectiveness of students assessment  leaders - faculty members —
students.
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Assessment Areas/Issues Assessor Assessment Methods

correction and scrutiny
among fellow faculty
members.

4.Review samples of
students' work.
1.Questionnaires and
referendums approved by

Program leaders - faculty 156 E T

uality of learning resources
Quality 9 members - students

2.Write-offs and
monitoring.
1.Review the course
report.
The extent to which CLOs have been Program leaders - faculty 2.Analysisof examsforms,
achieved members. grades, students' work
and records of

achievement.
Other

Assessor (Students, Faculty, Program Leaders, Peer Reviewer, Others (specify)
Assessment Methods (Direct, Indirect)

G. Specification Approval Data
Department of Applied Sciences — Applied College

COUNCIL /COMMITTEE

REFERENCE NO.

DATE
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