Dammam Community College


Computer Applications Department

(Semester 082)

Computer Application –I   CA-140

Instructor Name: Tariq Aziz

Room: 273-1

Email: taziz@kfupm.edu.sa

Website: 
Office Hours:
Please check times displayed on the timetables on the office doors 

 /or by appointment
Introduction

Welcome to CA 140!  The following is the official course description: 

Course Objectives and Outcomes

Upon successful completion of this course, the student will be able to:

· Create, organize, and format content in Microsoft Word.

· Use common features such as graphics, tables, lists, hyperlinks, headers and footers.
Prerequisites: CA 101 Introduction to Microcomputers, CA 110 Keyboarding, and ENGL 101.

Textbook:

Office 2003 by T OLeary and L OLeary, McGraw Hill Technology Education, 
ISBN 0-07-283526-5

Grade Determination

Two major exams


15% each


Final exam



30%

Quizzes
10% (4 quizzes, each 2.5%) (One Quiz for each 2 Chapters, those who missed the lab quiz can do the makeup quiz before the next lab)

Homeworks
3% ( 1 homework every 4 weeks ) (HW submission within 2 weeks, after deadline student will lose 50% marks, no credit will be given after 1 week passed the deadline)

Lecture Attendance


3%


Class participation


4%

Lab assignments


5% (Groups up to 3 students)

Lab Exercises



15% (at least the first two excercises for ecah LAB)






Total
100%

The Exam

The Mid Term and Final Exam will be Short-Answer Question and Multiple Choice Questions

Grading Policy: (tentative)

· A+
 ………………………………… 95 – 100

· A
 …………………………………. 90 – 94

· B+
………………………………….. 85 – 89

· B
………………………………….. 80 – 84

· C+
………………………………….. 75 – 79

· C
………………………………….. 70 – 74

· D+
………………………………….. 65 – 69

· D
…………………………………… 60 – 64

· F
……………………………… Less than 60

Reading Assignments

You are responsible for the assigned reading as given in the following schedule.  In some cases, only part of a chapter will be read on a given week.  Note that we might not always cover chapters in the order presented in the book.

Homework
To keep the students involved and in contact with studies, the homework has got very important role. Talking with classmates about the assignments in general terms can be of value to you.  Nevertheless, the work you submit must be your own!  No credit will be given for assignments that are copied.  Copying someone else’s assignment and modifying it to conceal that fact is a very serious offense.  Cheating will not be tolerated. 

The requirement that you do your own work is important.  The exams may contain questions about work that is done in the labs.  You may not be able answer the questions unless you have completed the lab assignments yourself.

Exams - 60% of your final grade
There will be two major exams during the semester.  Exams may contain short answer and/or multiple choice questions.

Examination & Assessment Method:

· Assignment (Home work) must be submitted within given dates

· Quizzes on regular basis can be given after the coverage of the topics

Course Progress and Monitoring:

The student will be warned of their weakness and appreciated for their strength. Continuous guidance and counseling will be provided to individuals and groups on regular basis. The assessment grading in each area of the course is closely monitored and told to the students for their weakness and strength

Attendance Monitoring:

Attendance will be taken at the beginning of each class and student with 10 minutes late arrival, will be marked absent for DN Calculation, but may be allowed to sit in the class work credit. Warning notices are served as appropriately according to the Computer System Department policy. Late homework or Lab report will “generally” not be graded. Unexcused Absence of more than 20% will result in DN in week 15.

Absences from Exams

If you must miss an exam, send me e-mail as soon as possible, preferably before the exam.  Acceptable excuses are usually limited to serious personal problems or religious needs.  Examples of acceptable excuses are a death in the family or religious holiday.  Examples of unacceptable excuses are taking someone to the airport, job interviews, weddings, or the desire to leave before the end of the exam period.

Withdrawal Policy

As per the policy stated by registrar office.
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Syllabus & Weekly Breakdown:

	Wk
	CA 140  Contents
	Tasks

	
	Microsoft Word 2003
	

	1-2
	Chap# 1: MS Word 2003
· The basics of Word Processing

· Introduction to MS Word 2003
· The File Menu

· Learning by Doing

· Troubleshooting

· The Spell Check

· Thesaurus

· Grammar check

· Save Command


	

	
	Lecture
	Lab
	

	
	Computing Essentials CE1-CE18
	CE.24,CE.25,CE.26 and CE.27
	

	
	I.1 to I.21
	I28
	

	
	
	
	

	2-3
	Chap# 2: Editing and Formatting 

· Select then Do

· Moving and Copying Text

· Find, Replace, and Go To Commands

· Scrolling

· View Menu

· Typography

· Page Setup Command

· An Exercise in Design

· Paragraph Formatting

· Formatting Paragraph Command

· Column formatting


	

	
	Lecture
	Lab
	Homework

	
	WD1.1 to WD1.24


	
	

	
	WD1.24 to WD1.75
	WD1.83 Ex 1,  to WD1.83, Ex 2, WD1.84 and WD1.95 for Ex 3
	WD1.78, WD1.79, WD1.80, WD1.81

	
	
	

	
	
	

	4-6
	Chap# 3: Web and Other resources and Advanced features
· Bullets and Lists

· Creating an Outline

· Tables

· Styles

· The Outline View

· Working in Long Documents
· Enhancing a Document
· The Drawing Toolbar
· MS Word and the Internet
· Wizards and Templates
· Mail Merge
MAJOR 1  

	 

	
	
	

	7
	Microsoft PowerPoint 2003
	

	7-8-9
	Chap# 1: Presentations Made Easy

· A PowerPoint Presentation

· Introduction to PowerPoint

· Creating a Presentation

· Templates

· Creating a Slide Show

· Enhancing a Presentation


	

	9-11
	Chap# 2: Gaining Proficiency

· Slide Show tools

· Reviewing a Presentation

· PowerPoint and the Internet

· Presentations on the Web

· Fine-Tuning a Presentation

· Background Shading


	

	12
	Revision of Word and PowerPoint
	Project Presentations

	13
	MAJOR 2  
	

	14
	Feedback, Revision for Final Exam
	

	15
	Final Exam Review 
	

	
	Final Exam
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