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Teaching plan for the semester form IV
	Course Instructor
	Ashwaq Eyad Kadhim

	E_mail
			Ashwaq.alaakol@gmail.com
ashwkaeid@mu.edu.iq

	Title
	Computer II 

	Course Coordinator
	second semester 

	
Course Objective

	Introduce students to deal with Microsoft office word 2010 and text  documents .

	
Course Description

	Introduction – the frontage of program- inserts an items – saving files – preparing project –sharing files .   

	
Textbook
	

	
References
	learning websites 

	
Course Assessment
	Exams
	Quizzes
	Term Tests
	Final Exam

	[bookmark: _GoBack]
	35%
	5%
	40%
	60%

	

General Notes
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Teaching plan for the semester form II
	Week
	Date
	Topics Covered
	Lab. Experiment 
	Notes

	1
	20/02
	Identify of the program's interface and the basic ingredients
	
	

	2
	27/02
	Explain and apply the commands on the File tab
	
	

	3
	06/03
	Explain and apply the commands on the Home tab+ quiz
	
	

	4
	13/03
	Explain and apply the commands on the Insert tab
	
	

	5
	20/03
	Review past lectures
	
	

	6
	27/03
	Exercises 
	
	

	7
	03/04
	Explain and apply the commands on the Page layout   tab
	
	

	8
	10/04
	Explain and apply the commands on the  references tab + quiz
	
	

	9
	17/04
	Explain and apply the commands on the review tab 
	
	

	10
	24/04
	Explain and apply the commands on the View tab 
	
	

	11
	01/05
	Holiday 
	
	

	12
	08/05
	Convert the documents to another files
	
	

	13
	15/05
	Reviewing all lectures
	
	

	14
	
	
	
	

	15
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