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Module Aims, Learning Outcomes and lndicative Contents

Module Objectives
Elements of a computer, windows system (history, elements, functions,

applications, special types); Microsoft office (Word, Excel, Power Point); lnternet
(types of networks, search tools, method of search, E-mall; Web page.
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AI A1.1: ldentify the basic concepts of computer hardware,
software, and operating systems.
A1.2: Explain the functions of office productivity
applications (Word, Excel. PowerPoint, and Outlook).
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v A3 43.1: Apply knowledge of computer applications to

prepare engineering and academic documents
BI 81.L: Function effectively as an individual in solving

problems using computer tools.
81.2: Work collaboratively on group assignments using

di ital platforms.

82.1: Communicate effectively through professional

documents, spreadsheets, and presentations.

82.2: Use email and online tools to communicate
efficiently in academic and rofessional contexts.
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C1.1: Recognize ethical responsibilities in using digital
resources, including respect for intellectual property.

C1.2: Demonstrate commitment to integrity and

rofessionalism in work.re ann and presentin
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Module Learning

Outcomes

lndicative content includes the following.

Unit 1(6 hours): lntroduction to Computers & Operating Systems

Computer components: hardware, software, storage, and OS basics.

Windows & Linux basics (file management, shortcuts, settinEs).

Unit 2 (8 hours): Word Processing (MS Word)

Creating, formatting, and editing documents, lnsertinS tables, figures, and equations.

References, citations, and professional report formatting.

Unit 3 (8 hours):Spreadsheets (Ms Excel)

Oata entry, formatting, and functions, Charts and graphs for data visualization.

Engineering and scientific calculations using Excel formulas.

Unit 4 (6 hoursl: Presentations (MS PowerPoint)

Designing effective slides, adding animations, transitions, and multimedia.

Professional academic and engineering presentations.

Unit 5 (4 hours): lnternet & Email Applications

Effective search strategies and academic resources, Email communication

(Gmail/outlook), Cloud services and file sharing.

Unit 5 (4 hours): lntroduction to Databases

Basic concepts of databases, Data storage and retrieval, lntroduction to MS Access /
simple database systems.

lndicative Contents
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Learning and Teaching Strategies

Strategies

o Presentation and demonstratron.
o Interactive leaming and hands-on practice in the lab.
. Discussions and Q&A.
o Brainstorming and problem-solving exercises.
. Group projects and assignments.
o Problem-based learning.
o Self-leaming tasks using digital tools.

Student Workload (SWt) for 15 weeks

Structured SWL (h/sem) 63 Structured SWL (h/wl 4.2

Unstructured SWL (h/sem) 77 Unstructured Swt (h/w)
1.13

Total SWt (h/sem) 80

Module Evaluation
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Relevant Learning

outcome
Week Due

Weight

(Marksl
Time/Number

A2,A31o% (10) 5 and 102Quizzes

42,432,4,6,A,10,12

and 14
10% (10)2

Projects / Lab.

A2,431310% (10)1

Formative

assessment

Repon

A3710% (10)thrMidterm Exam

A2,A315so% (so)3hrFlnal Exam

Summatlve

assessment

100% (100

Marks)
Total assessment

Delivery Plan (WeeklY SYllabus)
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Material Covered LOs

Week 1
A1

Week 2
Windows & Linux basics: file management, system settings A1, 81

Week 3
Word Processing (MS Word): creating and formatting documents AI, 82

week 4
Word Processing: tables, figures, equations, references 43, 82

Week 5
Word Processing: academic and professional reports 43, 82

Week 6
Spreadsheets (MS Excel): data entry and formatting A1, 81

Week 7
Spreadsheets: formulas, functions, and calculations 43, 81

Week 8
Spreadsheets: charts, graphs, and data visualization 43, 82

Week 9
Mld-term Exam (Word + Excel) 41, A3

Week 10
Presentations (M5 PowerPoint): creating slides, design prtnciples

Week 11
PowerPoint: multimedia, animations, and professional presentations

Week 12
lnternet & Email Applications: effective search, academic resources,

outlook/Gmail
At, s2

Week 13
Cloud services & file sharing (Google Drive, OneDrive, Dropbox) A3, 81

Week 14
lntroduction to Databases: concepts, storage, simple queries A1, 81

Week 15
Practical Project: preparing and presenting a report uslng Word, Excel,

and PowerPoint
43, 81, 82, C1

Week 16
Final Exam + Preparatory Week A

Delivery Plan (Weekly [ab. Syllabus)
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Material Covered

Week 1 lntroduction to Computer Lab: safety, hardware & software overview, OS basics

Week 2 File management and system operations (Windows/Linux):creating, saving, organizing files & folders

week 3 MS Word: creating, formatting documents, inserting tables, figures, and references

week 4 M5 Excel: data entry, formatting, formulas, and functions

4

lntroduction to Computers: hardware, software, operating systems
basics

A1, 82

A3, 82



week 5 MS Excel: charts, graphs, and basic data analysis

Week 6 MS PowerPoint: slide creation, design, inserting multimedia

week 7 lnternet & Email applications: effective searching, academic resources, email communication
(Gmail/Outlook)

Learning and Teachint Resources
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Text
Available ln the

Library?

Requlred Texts Yes

Recommended Texts

1. Microsoft Office 2019 Step by Step - Joan

Lambert & Curtis Frye.

2. Digital Literacy for Dummies - Faithe

Wempen.

Yes

Websites

Grading Scheme
.ALrlll LLr 

"
DefinitionMarks (%)Grade y.rii!lGroup
Outstanding Performance90 - 100A - Excellent isr
Above average with some errors80-8915LB - Very Good

70-79 Sound work with notable errors++C - Good

60-59 Fair but with major shortcomings!-i.D - Satisfactory

Work meets minimum criteria50-59E - Sufficient Jr+t

Success Gtoup
(s0 - 100)

More work required but credit awarded(GJt Jt $) s.-t-r (4s-4e)FX - Fail

(0-44) Considerable amount of work requiredF - Fail

Fail Group
(0 - 4e)

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 adiustment to marks awarded by the original marke(s) will be the

automatic rounding outlined above.
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htt ps://eng. a laven. ed u. io//co lleees/e/42

L. Microsoft Office 365: In Practice - Randy

Nordell.

2. Computer Fundamentals - P. K. Sinha.

3. Introduction to Information Technology -
Efraim Turban.


