
 

 

 

 

 

 

 

 

 

 
 

انعايزييٍثى يحظٍ   

Maythem 977@yahoo.com 

عهى انحاطثاخ 

 

انرعزٌف تاخشاء انحاطىب وؼزق صٍاَرها، اظافح انى انرعزٌف تانثزايح انرؽثٍمٍح يثم 

 .تعط تزايح ياٌكزوطىفد اوفض

دراطح يكىَاخ  انحاطثح ،ؼزٌمح رتػ انحاطىب، الاَرزَد، يكافحح انفٍزوطاخ و انثزايح 

 ؼزق فزيرح انظىالاخ  Word, Excel, PowerPoint, Access تزايحانخاصح تها، 

  .و اعادج ذُصٍة انثزايح
1- Hutchinson, Sarah E. and Glen J.Coulthard.2002.Advantage Series 

Microsoft office XP. Volume 1. Copy right by McGraw- Hill Company, 

Inc. USA. 

2- Hinkle, Deborah ; Kathleen Stewart and Margrate marple.2002.Office 

XP: A comprehensive Approach,Core.2002. Copy right by McGraw- 

Hill Company, Inc. USA. 

 

 

As (30%) As (30%) ------- ---- As (40%) 

 

 

 

جمهورية العراق 

وسارج انرعهٍى انعانً وانثحث انعهًً 

خهاس الاشزاف وانرمىٌى انعهًً 
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الملاحظاث المادة العلميت المادة النظريت التاريخ الاسبوع 

   .انرعزف عهى اخشاء انحاطثح اخشاء انحاطثح   1

2  Windows XP  ٍيعهىياخ اطاطٍح عWindows XP.  

3  Windows XP  ٍيعهىياخ اطاطٍح عWindows XP.  

4  Word  انرعزف عهى تزَايحWord ذكىٌٍ ورلح عًم واخرٍارو

 .أظافح انُصىص 
 

5  Word اعذاد انصفحح ، انكراتح وادخال الادواخ.  

6  Word انهىايش ، انمىانة وخٍاراخ انؽثاعح.  

7  Word رأص وذذٌٍم انصفحح ، اندذاول والاعًذج.  

8  Word  اطرخذاو انصىر، انزيىس، انىلد و انرارٌخ و صُذوق

 .Wordانكراتح فً تزَايح 
 

9  Word  اطرخذاو انزطىو انثٍاٍَح و انًخؽؽاخ فً تزَايح Word.  

 . انرعزف عهى اهى انثزايح نهًظرخذو وؼزٌمح ذُصٍثهاتزايدٍاخ   10

 . انرعزف عهى انشثكح انذونٍح، يعهىياخ اطاطٍحالانُرزَد   11

  .انرعزف عهى انثزٌذ الانكرزوًَ وكٍفٍح اَشائهالانُرزَد   12

13  
الانُرزَد 

انرصفح يٍ خلال انشثكح انذونٍح وانرعزف عهى يحزكاخ 

 .انثحث
 

 . انرعزٌف تانفاٌزوطاخ و اَىاعهاانفاٌزوطاخ   14

15  
انفاٌزوطاخ 

نهفٍزوطاخ ويا هً الاَىاع  ياهً انثزايح انًعادج

 .؟انًرىفزج
 

عطلة نصف السنة 

16  Excel انثذاٌح يع تزَايح اكظم وذكىٌٍ ورلح انعًم.  

17  Excel  اطرخذاو ادواخ انرحزٌز وانرُظٍك ،انعًم يع انخلاٌا

 .وانصفىف والاعًذج فً ورلح انعًم
 

18  Excel اطرخذاو انصٍغ انثظٍؽح وانذوال.  

19  Excel اطرخذاو انذوال انًُؽمٍح وانًانٍح.  

20  Excel اَشاء انًخؽؽاخ وادخال يمىياخ انرصًٍى.  

21  Excel انعًم يع يدًىعح يٍ اوراق انعًم وانمىائى.  

22  Excel اطرخذاو انصٍغ انثظٍؽح وانذوال.  

23  PowerPoint  انرعزف عهى تزَايح انثىرتىٌُد والادواخ الاطاطٍح

  .نهعزوض
 

24  PowerPoint اَشاء عزض ذمذيً يٍ انعذو وكٍفٍح انرعايم يع انُصىص 

  .يثم انثحث او انًمانح
 

25  PowerPoint انعًم يع صىر ويىاظٍع تزَايح انثىرتىٌُد.  

26  PowerPoint  اطرخذاو انصىر، انزيىس، انىلد و انرارٌخ و صُذوق

 .انكراتح فً تزَايح انثىرتىٌُد
 

27  PowerPoint ًانعًم يع انخؽىغ وانهىاٌ واخزاج انعزض انُهائ.  

28  Access   انثذاٌح يع تزَايح اكظض وذكىٌٍ لاعذج تٍاَاخ وادخال

 .وذصحٍح انثٍاَاخ
 

29  Access  اٌداد وخشٌ انظدلاخ وانرأكذ يٍ طلايح انثٍاَاخ.  

30  Access  فزيرح انظىالاخ و ذُصٍة انثزايح.  

   يزاخعح عايح  31

 :توقيع العميد :       توقيع الاستاذ 

 

 

جمهورية العراق 

وسارج انرعهٍى انعانً وانثحث انعهًً 

خهاس الاشزاف وانرمىٌى انعهًً 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 
 

Course Weekly Outline 

Course Instructor Maythem Mohsen Al-Amery 

E_mail Maythem977@yahoo.com 

Title Computer science  

Course Coordinator  

Course Objective To learn about computer science (Hardware and Soft ware) 

 
Course Description 

 Studying Computer parts; Connecting parts; office; Internet; Virus 

protection , Microsoft office program( Word, Excel, Power point and 

Access) and Format hard and installation programs . 

Textbook 1-Hutchinson, Sarah E. and Glen J.Coulthard.2002.Advantage 

Series Microsoft office XP. Volume 1. Copy right by McGraw- 

Hill Company, Inc. USA. 

2- Hinkle, Deborah; Kathleen Stewart and Margrate 

marple.2002.Office XP: A comprehensive Approach, 

Core.2002. Copy right by McGraw- Hill Company, Inc. USA. 

 

 
References 

 

 

Course Assessment 
Term Tests Laboratory Quizzes Project Final Exam 

As (30%) As (30%) ------- ---- As (40%) 

 
 
General Notes 
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Course  weekly Outline 
week Date Topics Covered Lab. Experiment Assignments Notes 

1  Computer parts Computer part (Definition & Connecting part).  

2  Windows XP Basic information in Windows XP.  

3  Windows XP Control panel , and computer properties .  

4  Microsoft office word Getting started with Microsoft word, creating a document, 

selection & editing text . 
 

5  Microsoft office word Formatting paragraphs , writing & editing tools.  

6  Microsoft office word Margins , templates & printing option.  

7  Microsoft office word Headers , footer , tables & columns.  

8  Microsoft office word Using pictures, symbols, time and date and text book in 

Word program. 
 

9  Microsoft office word Using Graphics and charts in words program.  

10  Programs introductions Introducing vital  programs to users and how to install 

them. 
 

11  Internet Explorer Basic information ,how use internet.  

12  Internet Explorer Introducing and creating E. mail.  

13  Internet Explorer Goggling through web site with different search engines.   

14  Virus Virus definition and its types .  

15  Virus what are antivirus programs and what are available types .  

Half-year Break 

17  Microsoft Excel Getting started with Microsoft excel & creating a work 

sheet 
 

18  Microsoft Excel Using edition and formatting tools & working with cell , 

column , rows & sheets 
 

19  Microsoft Excel Using simple formulas & functions  

20  Microsoft Excel Using logical & financial functions  

21  Microsoft Excel Building charts and Adding design elements  

22  Microsoft Excel Working with multiple work sheets & lists  

23  Microsoft Excel Using simple formulas & functions  

24  Microsoft Power point Programs definitions and basic presentation tools of 

Microsoft power point 
 

25  Microsoft Power point Creating presentation from scratch and working with texts 

like article and research. 
 

26  Microsoft Power point Working with pictures and power point object  

27  Microsoft Power point Using pictures, symbols, time and date and text book in 

Power point program 
 

28  Microsoft Power point Working with lines , colors & direct final presentation  

29  Microsoft Access Getting started with data base & adding & editing data in 

Access 
 

30  Microsoft Access Finding & storing Records & managing data integrity  

31  Computer formatting  How to format Computer Hard and Installation Programs.  

  General review   
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