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FACULTY OF MEDIA AND COMMUNICATION

CERTIFICATE IN MASS COMMUNICATION: YEAR 1 SEMETER 1

Course Title

:
Introduction to Computer Application 

Course Code
:
BM013

Lecturer

: 
Sonfred Kiamati Mwendia

	The purpose of this course is to equip student with the knowledge and skills in computer application.

	Expected learning outcomes

By the end of the course learners should be able to:

1.  Describe the computer architecture. 

2. Explain the functions various parts of a computer.

3. Perform computer maintenance tasks, i.e., disk scan, disk check, formatting, installation etc.

4. Be able to create, edit and format documents using all Ms. Packages 

5. Create and manipulate database using Ms. Access



	Contact hours:  60 hours 


Content 

Understanding ICT environment: computer environment, uses of ICT in the organization, equipment and facilities found in an ICT organization; introduction to computer; computer hardware; computer software; system testing; working with Microsoft packages: word, excel access and PowerPoint presentation.   

	ACTIVITIES 
	WEEK 

	THEORETICAL PART

	Understanding the ICT environment 

· Computer environment  i.e. information and communication technology (ICT)

· Uses of ICT in the organization 

· Positive impact of ICT in the community 

· Negative impact of ICT in the community

· Equipment and facilities found in an ICT organization 
	Week 1

	Introduction to computer 

· Computer generations

· Classifications of computers (in sizes, storage capacity and cost)
	Week 2

	Computer Hardware 

· Input hardware 

· Output hardware

· Storage hardware 

· Processing hardware 
	Week 3

	Computer software

· System software

· Application software
	Week 4

	Computer system testing 

CAT 1
	Week 5

	PRACTICAL PART

	Microsoft word package 

By the end of the study the student should be able to perform the following:

· Create, edit, save new document as well as opening a saved document 

· Find and replace text in a document 

· Apply different font types, font size, font color etc.

· Perform text manipulation (e.g. adding pictures, symbols, equations etc.

· Preform mail merging process

· Create, modify, format, convert text in a table
	Week 6 &7




	Microsoft excel package 

By the end of the study the student should be able to perform the following:

· Create new worksheet, entering and editing of data, opening saved excel document

· Moving information and aligning and enhancing a worksheet appearance   

· Inserting formulas in worksheet 

· Adding and removing of rows and columns in a worksheet

· Working with all types of charts and formatting of charts 
	Week 8,9

	· 
	

	Microsoft access package 

By the end of the study the student should be able to perform the following:

· Create new database of a described scenario 

· Create different tables(assign different data types )

· Create links/ enforce referential integrity 

· Create and work with different types of forms

· Create dynamic report 

· CAT 2
	Week 10,11

	Microsoft PowerPoint presentation package 

By the end of the study the student should be able to perform the following:

· Add new slide 

· Customize slides (add texts, data, tables, images)

· Apply different slides design 

· Apply different slides transmissions

·  Apply different slides animation to different presentations

· Examination 
	Week 12,13


Teaching approaches

Lectures, Lab sessions and presentations

Requirements

Punctual class attendance

Active participation in theory class and lab sessions

Timely submission of assignments 

Grading

C.A.T(s) – 30%

FINAL EXAM – 70%

Academic integrity and other management issues 

You are governed by the university code of academic integrity. Class attendance and participation is mandatory. You are responsible for staying in touch with daily course progress and for securing course materials handed out in class work on course projects/assignment so that deadlines are met. Please also note that you must attend not less than two-third of all sessions to be considered as having met the course requirements. 

Consultation time 

Any student with any query can make consultation at the end of lecture.

Lecturer’s information 

Email: sonfredkiamati@yahoo.com
Mobile: 0724-956-441

MULTIMEDI UNIVERSITY OF KENYA


P.O. BOX 15653 –00503, NAIROBI, KENYA.   MAGADI ROAD, 


Tel. +254 20 891 201/2, Fax: +254 20 891 949
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