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თბილისის ჰუმანიტარული სასწავლო უნივერსიტეტი
TBILISI   HUMANITARIAN  TEACHING UNIVERSITY

Syllabus
	Name of the course/module
	Information Technologies

	Code of the course
	IT0201B

	Status of the course
(elective/compulsory)
	Compulsory course
for the one-cycle higher educational Programme-Dentistry

	ECTS


	3 credits. Total:75 hours
Contact Hours–34hours (Class Meeting Time Period: 30Pr.)  + 4 hours (Midterm:2h  and Final Examinations 2h):
Individual Work-41 hours

	Authors (lecturer)
	Besiki Tabatadze- Doctoral student THTU invited lecturer
Tel -.599991902
e–mail –besotabatadze84@gmail.com
Consultation days: according to consultation schedule – Monday, Wednesday, 15.00-17.00, classroom N7

	Aim of the course
	The aim of the course is to teach to students basics of modern Information Technologies and their using in practical activities; working with Windows operating system and Office Programs (MS Word, MS Excel, MS PowerPoint), decision of different practical tasks by using of these programs; using of cloud technologies (Google Docs, Google Drive).

	Program prerequisits
	N/A

	Assessment system and criteria
	Assessment system of  the Tbilisi Humanitarian Teaching University'sis divided into the following components:
The total marks of the mid term Out of the overall assessment (100 points ) is 60 points, which includes three kinds of grades:
Student’s activity during a semester;
One-midterm exam;
final exam-40 points.
Theminimum competence requirement for mid termevaluation components is at least 21 points in total.
The minimum competence requirement of the final evaluation is 50% of the total mark from final evaluation that means 20 points out of 40.
Evaluation System includes:
 I. Five Forms of Positive Assessment:     
     (A) Excellent – 91% and more from maximum evaluation 
     (B) Very good – 81-90% from maximum evaluation
     (C) Good –  71-80% from maximum evaluation
     (D) Satisfactory – 61-70% from maximum evaluation
     (E) Sufficient –  51-60% from maximum evaluation
     II.   Two Forms of Negative Assessment: 
(A)(FX) Fail (Not passed ) - 41-50 from maximum evaluation score, which means that the student will need to work more and to retake the test after additional independent work;
(B) (F) Fail – A student gets 40 points, or  less from maximum evaluation, which means that the work done by him/her is not sufficient and s/he has to retake the course from  the beginning.  
1. One of the negative assessment: In case of not passing, the University fixes additional exam at least in 5 days, after the announcement of final examination results, which must be published in the examination table.
2. The grades, which student gets after additional test is a student's final grades, in which is not considered the negative points of the major examination.
If a student receives from 0 to 50 points after additional test, in the final exam sheet is formed (F) -0 for the student.

	Course description

	appendix 1

	Assessment system/activities, methods
and criteria
	The sum of the course assessment (100 points)  breaks down as follows:
Activities - 30points, which includes:
Evaluation of class or home assignments 
Each assignment is evaluated bymaximum 2 points. Total points: 15X2=30.
There are the following evaluation criteria for laboratory works:
2 points:the assignment is well done. Student fluently knows the tools/methods/techniques of performing the assignment. 
1point: the assignment performed is satisfactory. Student knows the tools/methods/ techniques of performing the assignment. 
0 point: the assignment performed is not satisfactory, a student doesn’t know the tools/ methods/techniques of performance of the assignment.
1. 
Midterm exam (written) – total of 30 points.
Consists of30 multiple choice questions (assignments). Each correctly pointed answer earns 1 point.  

Final Exam(written)– total of 40 points.
Consists of40 multiple choice questions (assignments). Each correctly pointed answer earns 1 point.  

	Core literature:

	1. M.Miller-Computer Basics Windows 7 Edition.
1. Word 2010 Advanced: Part 1, Stephen Moffat, The Mouse Training Company
1. Step by Step -  Microsoft Power Point 2013, Joyce Cox and Joan Lambert 
1. Step by Step -  Microsoft Excel 2013, Curtis D. Frye


	Additional literature
	1. Microsoft Excel 2010 Step by Step 
1. Microsoft Office Powerpoint, Torben Lage Frandsen

	Learning outcomes, competences
(general and field specific)
	Skills
1. Student works in the environment of Windows operating system; 
2. Student prepares, edits and formates text documents by using of necessary tools;  
3. Student plans and creates of electronic presentations.
4. Student uses of cloud technologies.
5. Student uses of modern computer technologies in practice;
6. Student performs concrete task by using of office programs;
7. Student creates and save different documents by using of cloud technologies.
8. Student makes a PowerPoint presentation for public statement; uses a information and communication technologies in a creative way.
Responsibilities
9. [bookmark: _GoBack]Student recognizes the need for continuous updating of knowledge and continues professional development;
10. Student defines of topics for further education.


	Learning/Teaching methods and forms

	practical - setting a task, explanation of the methods and tools for its development, showing examples, etc.
Individual/Group work
Verbal teaching method - oral explanation of the means and tools for developing tasks, assignments.
Demonstration of study materials- presentation by visual aids using Microsoft Office programs in accordance with the assignment.
Presentation 
Explanation  methods– detailed explanation of the topic in concern.



Appendix1

Course description:
Topics of the lecture, practical classes/laboratory work/working group, literature
	Week №
	Type of
the class
	Topics
	Contact hours
	literature

	Iweek

	Practical work
	Interface elements of Windows operating system. Review of Microsoft Office software package. Files and folders. Microsoft Word window structure, interface (ribbon, tabs, group of commands, quick access toolbar, status bar); Document creating, saving, opening and closing. Text editing and formatting tools. Font group elements. 
	2
	1

	IIweek 

	Practical work
	Review of operating system control panel. Setting time and date. Control of peripheral devices. Setting of Regional Parameters. Programs installation. Uninstall operation. Document preparing by using of formatting elements and its editing. Text fragment’s editing: select, move, copy and paste. Document preview mode. Document printing. Parameters of printing. Using of Paragraph group elements in practice. Page parameters: margins, orientation and size.
	2
	1

	IIIweek
	Practical work
	Bullets and numbering of text lists.Find and replace operation.Page border and background; Columns. Drop Cap. Inserting of symbols. Mastering in different means of document designing.
	2
	1

	IVweek

	Practical work
	Header and Footer. Page numbering. Inserting of date and time. Formatting by using of styles. Working with styles. Table of contents. Autocorrect. Auto-text. Spelling and grammar. Comments. Inserting of footnote.
	2
	1

	V week

	Practical work
	Tables. Inserting of columns and rows. Deleting of columns and rows. Merging of cells. Splitting of cells. Table's formatting tools. Automatic formatting.  Converting of table to text and vice versa. Defining of table parameters.
	2
	1,3

	VIweek
	Practical work
	Creating and editing of graphical objects. Reviewing of Picture Tools elements. Drawing and editing of graphical objects. WordArt. SmartArt diagrams. Creating and editing of templates. Document protection from viewing and editing. Document statistics.    
	2
	1,3

	VII week

	Practical work
	Reviewing of structure of Excel main window. Creating of new Excel book. Operations on Excel book’s worksheets. Excel status bar. Excel sheet zoom out. Setting of page parameters. File protection by using of  password. Working with different data. Inserting of new column and row. Row height and column width.
	2
	1,3

	VIII week

	Midterm
	2
	

	IX week

	Practical work
	Cell formatting. Standard number formats. Assigning of number formats.Automatic formatting. Styles and working with styles. Styles of table formatting. Styles of cell formatting. Conditional formatting. Paste special. Autofilling. Comments.
	2
	1,3

	X  week

	Practical work
	Using of formulas. Organizing of calculation process by using of operators (arithmetical, comparison, textual and addressing). Absolute and relative addressing. Functions.Data sorting and filtering. Creating of different charts and diagrams.
	2
	1,3

	XI  week

	Practical work
	Review of presentation preparation stages. Exploring the PowerPoint window. Quick access toolbar and ribbon. Creating new presentations. Slide layouts. Working with slides. Types of views (Normal, Slide Sorter, Notes Page and Slide Show).
	2
	1,2

	XII week

	Practical work
	Comments. Slide show and Slide Sorter modes. Defining slide parameters. View Tab. Text editing and formatting. Creating of PowerPoint presentation by using of templates. Bullets and numbering. Line spacing. Paragraphs. Find and replace. Header and footer. Themes and background styles.. 
	2
	1,2

	XIII week
	Practical work
	Pictures and clip art. Inserting and modifying pictures. Inserting and modifying clip Art. Working with WordArt. Working with shapes. Photo Album. Inserting movies. Inserting sounds. Animating text and objects. Applying animation effects. Applying transitions. Organizing of hyperlinks.
	2
	1,2,3

	XIV week
	Practical work
	Review of cloud technologies. Google services. Creating of Google account. Review of Google Drive. Google Drive interface. Google Drive for mobile devices.
	2
	1

	XV week
	Practical work
	Google Docs. Creating of new files. Using of templates. Uploading files to Google Drive.  Converting files to Google Drive formats. Managing 
Files on Google Drive. Finding, sorting, filtering.
	2
	1

	XVI week
	Practical work
	Sharing and collaborating on files. Sharing files with a limited group of people. Sharing with a link. Collaboration tools. File download and printing. Working with Google documents. Review of text entering and editing tools.
	2
	1

	XVII- XVIII
week
	Final Exam
	2
	

	XIX-XXweek
	Additional exam
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