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Week Content No. of

No. Hours

1. |Introduction to Computer: Concepts of Hardware and 1
Software with their components.

2. |Introduction to Computer (Cont.): Concept of 1
Computing, Data and Information; Applications of
Information Connecting input/output devices, and
peripherals to CPU.

3. |Computer Components: Computer Portions, 1
Hardware Parts, |/O Units.

4. |Computer Components (Cont.): 1
Memory Types: Volatile and Non-Volatile Memory,
Secondary Storage.

5. |Computer Components (Cont.): 1
CPU Components: Control Unit (CU), Arithmetic Logic
Unit (ALU) and Registers

6. |Computer Components (Cont.): 1
Computer Ports, Personal Computer (Features
and Types)

7. |Operating System and Graphical User Interface 1
GUI: Operating System; Basics of Common Operating
Systems; The User Interface, Using Mouse
Techniques;

8. |Operating System and Graphical User Interface GUI 1

(Cont.): Use of Common Icons, Status Bar, Using Menu
and Menu-selection,




Operating System and Graphical User Interface GUI
(Cont.): Concept of Folders and Directories, Opening
and closing of different Windows; Creating Short cuts.

10.

Operating System and Graphical User Interface GUI
(Cont.): Customization and Personalization of GUIs,
Accessibility Features in GUIs, User Experience (UX)

11.

Word Processing: Word Processing Basics; Basic
Features of Word Processors, Openingand Closing of
documents;

12.

Word Processing (Cont.): Text creation and
Manipulation; Formatting Text and Paragraphs, Using
Templates for Document Creation.

13.

Word Processing (Cont.): Creating and Managing
Tables, Utilizing Styles and Themes.

14.

Word Processing (Cont.): Spell Check and Grammar
Tools, Using Headers and Footers.

15.

Spread Sheet: Introduction to Spreadsheet Software,
Creating and Formatting Worksheets.

16.

Spread Sheet (Cont.): Sorting and Filtering Data, Using
Formulas and Functions.

17.

Spread Sheet (Cont.): Using Formulas and Functions,
Using Pivot Tables for Data Analysis.

18.

Spread Sheet (Cont.): Data Validation and Error
Checking, Data Visualization: Creating Charts and
Graphs.

19.

Presentation Software: Introduction to Presentation
Software, Overview of Popular Presentation Tools,
Creating a New Presentation.

20.

Presentation Software (Cont.): Using Templates and
Themes, Inserting and Formatting Text and Images,
Transition and Animation Effects

21.

Presentation Software (Cont.): Using Speaker Notes
and Timers, Advanced Features: Hyperlinks and
Action Buttons.

22,

Presentation Software (Cont.): Troubleshooting
Common Presentation Issues, Future Trends in
Presentation Technology.
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The Study of Language, George Yule, Fifth edition, [1]
2014

Schiffrin, D. (2003) Approaches to Discourse (2nd [2]
edition)

van Dijk, T. (1996) Discourse and power [3]
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- Bassnett, Susan. Translation Studies. Routledge, 2014.

- Katan, David. Translating Cultures: An Introduction for Translators, Interpreters
and Mediators. Routledge, 2014.

- Beasley, Ryan. International Relations and Diplomacy. Palgrave Macmillan,
2018.
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