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COMPUTER APPLICATIONS I - COURSE OUTLINE
General objectives:
By the end of this course the trainee should be able to:-
-Understand the basic concepts of computer applications
-Produce documents using a word processor
-Utilize spreadsheet packages
-Use database packages
-Apply presentation packages
-Use Desktop Publishing packages
-Cope with emerging trends in computer applications
1. INTRODUCTION TO COMPUTERS AND COMPUTER APPLICATIONS
-Define Terms related to computers 
-Evolution of computers
-Uses of computers
-Precautions in the use of computers. (Computer ergonomics).
-Computer Hardware and Software. (Definition and examples).
· Define computer software.
· Describe the classification of computer software.
· State the applications of computer software.

INTRODUCTION TO OPERATING SYSTEM ENVIRONMENT.
· Definition of operating system.
· Functions of operating system.
· User interface.
i) Menu driven
ii) Command driven
iii) Graphical user interface.
-Loading Windows OS programs
-Use of windows programs such as paint, WordPad, notepad, calculator, use of control panel, setting date and time , screen saver etc.
· Mouse techniques.
· Keyboard layout.
2. WORD PROCESSING
· Word processing concepts
i) Definition of word processing
ii) Examples of word processing programs.
iii) Advantages and disadvantages of word processing.
· Document creation
i) Loading word processing program.
ii) Page layout.
iii) Create documents using templates and wizards.
iv) Tables
v) Objects
vi) Saving
· Document editing
i) Search and replace.
ii) Spell checking.
iii) Move and copy
iv) Thesaurus
v) Auto correct
vi) Auto complete
· Document formatting.
i) Character.
ii) Paragraph.
iii) Page.
iv) Document
· Printing
· Macros
· Mail merge
· Typing Master ( speed using typing master.) and placement of fingers on the keyboard while typing.
3. SPREADSHEET
· Spread sheet concepts.
i) Definition of spread sheet
ii)  Advantages and disadvantages
iii) Application areas.
iv) Worksheets and workbooks.
v) Cell
vi) Cell range.
vii) Worksheet data
· Worksheet creation.
i) Load spreadsheet program.
ii) Page layout.
iii) Entering data.
iv) Importing and exporting data.
v) Saving a work book.
· Work sheet editing.
i) Move and copy.
ii) Search and replace.
iii) Format painter.
iv) Conditional formatting.
v) Column width and height.
vi) Hide / unhide row, column and sheet.
vii) Freezing and unfreezing.
· Cell referencing
i) Absolute.
ii) Relative.
iii) Mixed.
iv) 3D reference.
· Formula and functions.


· Charts and graphs.
i) Data ranges.
ii) Charts and graph type.
iii) Chart elements.
iv) Inserting charts.

· Worksheet utilities.
i) Sorting
ii) Filtering.
iii) Consolidation.
iv) Sub total
· Macros.
· Workbook printing.
i) Set print area.
ii) Page setup.
iii) Print setup.
4. DATABASES
· Database concepts.
i) Definition of database concepts.
ii) Advantages and disadvantages.
iii) Database models.
· Database design concepts.
i) Entity integrity.
ii) Referential integrity.
iii) Relationships.
· Database objects.
i) Tables.
ii) Queries.
iii) Forms.
iv) Reports.
v) Macros.
· Printing of objects.
5. PRESENTATION SOFTWARE
· Presentation software concepts.
i) Definition.
ii) Examples of presentations software.
iii) Importance.
· Slide layouts.
· Creation of slides.
· Slide editing.
i) Add
ii) Delete.
iii) Order
· Formatting slides.
i) Text formatting.
ii) Footer and header.
iii) Page number.
iv) Slide design.
· Slide shows.
i) Slide transitions.
ii) Slide animations.
· Printing.
i) Slides.
ii) Handouts.
iii) Notes.
· Packaging and presentation.

6. DESKTOP PUBLISHING SOFTWARE:
*Ms Publisher 
-Define the term publishing
-Define terms relating to publications e.g Kerning , Tracking, Layering, grouping etc
-Explain publications produced by publication softwares
-Advantages of DTP
-Types of Desktop publishing software
-Design publications using ms publisher and adobe 
-Printing publication.


EMERGING TRENDS IN COMPUTER APPLICATIONS
-Identity emerging trends in computer applications.
-Artificial intelligence
-Parallel processing
-Multi media technology
