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Overview of computer systems—hardware, operating systems, and
microcomputer application software, including the Internet, word
processing, spreadsheets, presentation graphics, and databases. Current
Issues such as the effect of computers on society, and the history and use

of computers in business, educational, and other modern settings are also
studied, keyboarding proficiency
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The course is designed for the first semester undergraduate students
admitted to Colleges of Business Administration, Accounting, Law,
Education and other related streams. This course is expressly tailored to
address the requirement of basic comprehension and communication in
English language with special reference to the skills of listening,
speaking, reading and writing. It is expected that by the end of the
semester, learners will be able to develop a reasonably acceptable level of
language competence.,

* MS Excel 2016
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In this course, we shall cover the following topics:

* Introduction to computer

Computer History, Types, key concept and features

* Computer Hardware

Input units, output units, storage units, and system units

* Computer Software

Software definition, and system software

* Information Systems

Applications and uses of Information systems

* Networks and Internet

Computer networks, types of networks, Internet and its services
* Data security

Information Security and Threats, Information protection and privacy
* MS Word 2016

* MS Excel 2016

* MS PowerPoint 2016
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This course aims to teach the students the skills of English language;
these skills include helping the students to understand the correct
grammars and correct usages of tenses in different situations. Also it
contains of reading comprehension passages, writing short sentences,
understanding the formulation of tenses and questions and Punctuation
and spelling.
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* To develop ability in scientific English through extensive practice in
composing technical reports and other documents.
B) Report writing
* To understand the purpose of a report.
* To plan a report.
* To understand the structure of a report.

* To collect information for a report.

Y



* To organize information for a report.
* To use an appropriate style of writing a report.
* To present data effectively.

* To understand how to lay out information in an appropriate way.
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