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	Nama Mata 

Pelajaran
	Computer Application Packages
(4 September 2005 – 6 Januari 2006)

	Kod
	DIT 102

	Taraf
	Teras Major

	Peringkat
	Diploma

	Nilai Kredit
	4 (3+1)

3 mewakili kuliah (3 jam seminggu x 14 minggu)

+ 1 mewakili (1 jam amali + 0.5 jam rundingcara/ perbincangan seminggu x 14 minggu)



	Prasyarat
	- Tiada -

	Kaedah Penyampaian
	Kuliah, Latihan, dan Ujian

	Penilaian
	 LabTest 01
 LabTest 02
 Assignment 1
 LabTest 03
 LabTest 04
 Assignment 2
 Final Project
 Skills
 18 - 22 September 2005
 2  - 6 Oktober 2005
  9  -20 Oktober 2005
 23 - 27 Oktober 2005
 6 - 10 November 2005
 13  - 24 November 2005
 4 – 15 November 2005
 Sepanjang Semester
5%
5%
20%
5%
5%
10%
40%
10%



	Tenaga Pengajar
	· Mohd Rafiq Ismail, Ijazah Sarjana Muda (Kepujian) Sains Komputer, UTM (Multimedia)
· Email : rafiq_cosmokt@walla.com
· Website : http://rafiqkt.cjb.net
· Bilik Pensyarah : Meja No. 7


	Semester Diajar
	Pertama

	Objektif Mata Pelajaran
	· Memahami aplikasi untuk menghasilkan dokumen, menyimpan, mengolah dan memanggil data.

· Memahirkan pelajar menggunakan pemproses perkataan, hamparan elektronik dan perisian persembahan.



	Sinopsis Mata Pelajaran
	Otomasi pejabat melibatkan perubahan peralatan dan tabiat bekerja pengguna-pengguna masa kini. Sistem otomasi pejabat adalah sistem maklumat berasaskan komputer untuk mengumpul, memproses dan menghantar mesej, dokumen dan lain-lain bentuk berkomunikasi antara individu, kumpulan dan organisasi. Sistem-sistem tersebut berupaya meningkatkan produktiviti dengan mengurangkan masa dan usaha yang diperlukan untuk mengeluar, mencapai, menerima maklumat perniagaan. Di dalam subjek ini, pelajar akan diperkenal dan diberi kemahiran dengan tiga perisian utama dan asas otomasi pejabat iaitu pemproses perkataan, helaian hamparan dan perisian untuk persembahan.


	Rangka Mata Pelajaran
	Tajuk Pengajaran
	Jam

	
	1.   Using Windows

· Introduction to Windows

· Identifying the desktop elements

· Using the basic features of windows

· Organizing your computer

· Work with multiple programs

· Window Explorer

· Introduction 

· Work with folders

· The recycle bin

· Format floppy disk

· Managing Files

· Introduction 

· Arranging icons and selecting sets of

      files

· Work with file and its properties

· Open multiple windows explorer

2. Word Processing with Microsoft Word

· Introduction to Microsoft word

· Identifying words screen elements

· Launching Word

· Creating a document

· Creating a new document

· Entering text

· Undo changes

· Saving, previewing and printing a      

     document

· Correcting error

· Editing a document

· Opening a document

· Working with text

· Using advanced formatting features

· Setting up the page

· Inserting and manipulating graphic

· Creating columns

· Applying borders and shading

· Create a table

· Creating a table

· Working with table


	7

22

	
	· Formatting long document

· Navigating within the long document

· Inserting and deleting page breaks

· Creating footnotes

· Creating a mail merge

· Creating the data source 

· Merging the documents

3. Managing Spreadsheet with Microsoft Excel

· Introduction to Microsoft Excel for

      Windows

· Identifying Excel features 

· Launching Microsoft  Excel

· Creating a workbook

· Moving around in a worksheet and

      workbook

· Entering data, numbers, simple

     formulas and functions

· Previewing and printing a worksheet

· Editing a workbook

· Opening a workbook

· Working with data

· Enhancing the appearance of a 

      workbook

· Enhancing the appearance of a workbook

· Formatting text

· Formating numbers

· Formatting dates, numeric and time

· Using auto format

· Adding borders to cell

· Editing the structure of worksheet and 

      workbook

· Inserting, deleting and arranging

      worksheet

· Working with columns, rows and cells

· Creating header and footer

· Creating a more complex workbook

· Copying data from another workbook

· Creating and modifying a chart

· Entering formulas with relative and

      absolute reference


	22

4



	
	4.  Presentation with Microsoft PowerPoint

· Defining PowerPoint terminology

· Creating a presentation

· Launching Microsoft PowerPoint screen

      elements

· Creating a presentation

· Displaying presentations in different views

· Working with menus, dialog boxes and

      toolbars

· Working with dialog boxes

· Getting help

· Saving a presentation

· Closing a presentation

· Creating a presentation

· Creating slides

· Deleting slides

· Entering text

· Copying files from another presentation

· Sending presentation via E-mail

· Editing slide text

· Selecting and editing text placeholder 

· Changing the appearance of text and

      the page setup

· Checking styles and spelling of text

· Adding art to presentation

· Inserting clip arts

· Creating drawing

· Creating WortArt

· Manipulating Art

· Editing and enhancing the presentation

· Adding animation slides with 

      sounds

· Adding slides transitions

· Setting action button

· Rearranging the slides

· Expanding the slides

      Total
	17

68


	Rujukan Utama
	· Microsoft Word 2000: Basic, Nota Cosmopoint

· Microsoft Word 2000: Intermediate, Nota Cosmopoint

· Microsoft Excel 2000: Basic, Nota Cosmopoint

· Microsoft Excel 2000: Intermediate, Nota Cosmopoint

· Microsoft PowerPoint 2000: Introduction, Nota Cosmopoint

· Microsoft PowerPoint 2000: Intermediate, Nota Cosmopoint



	Rujukan Tambahan
	· Timothy J. O' Leary, Microsoft Office 2000, Mc-Graw Hill, 2000
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