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	القسم
	Management Information Systems
	Department


	رقم المادة Course No.
	0506371
	اسم المادة الدراسية Course Name
	Office Automation

	الساعات المعتمدCredit Hours
	3
	نظم اتمتة المكاتب
	0506371

	الوصف المختصر
Brief Description
	This course helps students develop introductory skills in the Microsoft office suite. Live demonstrations and lab exercises are handed out to students as part of their practical learning of the basic Microsoft office package (Word, Power Point, Excel, Outlook and Access).

	رقم  وتاريخ اعتماد الخطة الدراسية
Number & date of course plan approval
أ ق أ/ق ن خ/1/2012
20/2012
	


	أهداف المادة:
(Course Objectives)

	1. Defining the concept of office automation and office automation systems.

2. Introducing students to the computer applications and information technology that collect, store, and process data and information in a digital and electronic form.

3. Providing students with a foundational base to the Microsoft Office applications used in the automated offices all around the globe.
4. Helping students gain advanced knowledge through an introductory practical course work of the most widely used Microsoft office applications (i.e. Word, Power Point, Outlook, Excel, and Access).

	موضوعات المادة:
(Course Topics)
	1. Introduction to Office Automation.

2. Introduction to Microsoft Office Suite.
3. Practical Introduction to Microsoft Word.

4. Practical Introduction to Microsoft Power Point.

5. Practical Introduction to Microsoft Outlook.

6. Practical Introduction to Microsoft Excel.

7. Practical Introduction to Microsoft Access.


	الكتاب المعتمد:
(Text Book)
	International Computer Driving License ICDL Manual, CIA Training Approved Course ware. ECDL Foundation.

	المراجع العلمية:
(References)
	Other external manuals, exercises, assignments, and video demonstrations given by the instructor. 


	· طريقة التقييم للمواد النظرية:
(Grade Determination)
	المشاركة  Participation  = 10%

الامتحان الأول  1st Exam= 20%

الامتحان الثاني 2nd Exam= 20%

الامتحان النهائيFinal Exam =50%
	· طريقة التقييم للمواد العملية:

(Practical Course Grade Determination)
	اعمال السنةCourse Work  = 50%

 (تقارير، أبحاث، امتحانات يومية)

 (Reports, Term Papers, Quizes)
الامتحان النهائيFinal Exam = 50%

	التوزيع الزمني:    (Course Outline)

	الاسبوع
Week
	عدد الساعات
Hours
	الموضوعات
Subjects
	الصفحات في الكتاب المعتمد
Pages in Textbook
	ملاحظات
Notes

	01
	1

1

1
	Introduction to Office Automation
And Microsoft Office Suite

	External Manual
	1,2

	02
	1

1

1
	
1
Basics in Microsoft Word
	1-148
	3,4

	03
	1

1

1
	
2
Basics in Microsoft Word
	-----
	3,4

	04
	1

1

1
	Exercises on Microsoft Word
	External Assignment
	Practical

	05
	1

1

1
	
 1
Basics in Microsoft Power Point
	1-108
	3,4

	06
	1

1

1
	  
2
Basics in Microsoft Power Point 
	-----
	3,4

	07
	1

1

1
	Exercises on Microsoft Power Point
	External Assignment
	Practical

	08
	1

1

1
	Basics in Microsoft Outlook
	External Manual
	3,4

	09
	1

1

1
	Exercises on Microsoft Outlook
	External Assignment
	Practical

	10
	1

1

1
	
1
Basics in Microsoft Excel
	1-144
	3,4

	11
	1

1

1
	
2
Basics in Microsoft Excel
	-----
	3,4

	12
	1

1

1
	Exercises on Microsoft Excel
	External Assignment
	Practical

	13
	1

1

1
	 1Basics in Microsoft Access

	1-140
	3,4

	14
	1

1

1
	2Basics in Microsoft Access
	-----
	3,4

	15
	1

1

1
	 Basics in Microsoft Access 3
	-----
	3,4

	16
	1

1

1
	Exercises on Microsoft Access
	External Assignment
	Practical


	اعتمدت من قبل رئيس القسم
Approved by Dept. Chair
	د.رائد القرم
	تاريخ الاعتماد
Date of Approval
	20/2/2012


معلومات إضافية: (يتم تحديثها في كل فصل دراسي وتعبأ من قبل مدرس المادة)
Extra Information: (Updated every semester and filled by course instructor)
	مدرس المادةCourse Instructor 
	Dr Enas Al-lozi

	رقم المكتبOffice No. 
	204

	الهاتف الداخليExtension 
البريد الالكتروني Email
	Enas.Al-lozi@zuj.edu.jo

	الساعات المكتبية
	Sun, Tue, Thur 12:00-1:00
Mon, Wed 11:00-12:30
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