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UNIVERSITY OF ZULULAND
DEPARTMENT OF BUSINESS MANAGEMENT
DIPLOMA IN LOGISTICS MANAGEMENT AND DIPLOMA IN TRANSPORT MANAGEMENT: CBLM01 & CBTM01

Semester 1 – 2014: Module – CBTL121 Computer literacy

WEBSITE: www.cbtl121.yolasite.com 


Course Objectives (course contents and outline)

After completing this module student should be able to;
· Use Microsoft Word to complete assignments given in other modules
· Use Microsoft power point to make presentations in class
· Perform basic calculations (addition, subtractions, divisions) on a spreadsheet
· Use the formula functions in Microsoft Excel to insert different formulae
· Perform calculations involving absolute functions on Microsoft Spread Sheet
·  Analyse data on a spread sheet, sort data and format a spread sheet 

1. PRESCRIBED READING
Ageloff, R; Shaffer,  A; Oja, D; Adamski, JJ; Zimmerman, SS; Zimmerman BB et al 2008: New Perspectives Microsoft Office 2007, Windows XP Edition. USA, Cengage learning. Isbn: 978-1-4239-0577-6. 

2. Assessment: 
2.1. Department/ Programme Rules and Policies apply.
If it is not possible for a student to write a scheduled test: 
i. The student must write a letter to explain why he/she could not write the test and Lecturer concerned must receive it on or before the test date.  
ii. The student must further provide an official documentary proof of the claim in (1) above (e.g. Medical Certificate from a qualified medical officer etc.)
iii. A student satisfying conditions (i). and (ii) above will qualify to write a sick or re-assessment test. 

2.2. Assessment of module: 
· Most of the assignments/tutorials and tests will be conducted in electronic form to test competency in working with computers. The emphasis will be in Microsoft excel spread sheet
· Short and unscheduled exercises or tests (lecturer will announce)
· An individual assignment to be written during the semester 

3. Rules on Plagiarism
Plagiarism, as defined in the 1995 Random House Compact Unabridged Dictionary, is the "use or close imitation of the language and thoughts of another author and the representation of them as one's own original work." Within academia, plagiarism by students, professors, or researchers is considered academic dishonesty or academic fraud and offenders are subject to academic censure, up to and including expulsion (Wikipedia, the free encyclopedia). 

Students must indicate the sources of materials/information used in their assignment and compile bibliography at the end of each assignment. Failure to do this is considered as plagiarism by the student concerned. This is a very serious offense that can result in punishment; which is failing to pass the assignment or failing to pass the module altogether. 

Presenter: van Wyk, T (Mr.)
Office number: A2-29
Contact number: 035-902 Ext 6973


	Week Number and Date
2014
	Topic and/or Chapter

	Notes and Test Dates


	Week 1
February, 10-14
	Introduction and setting up of Gmail email account.
	

	Week 2
February, 17-21
	Essential computer Concepts. Learning about the components of the computer system.(Reading: Textbook pg. EC1 to Pg. EC39)
	Page EC1 to . EC39

	Week 3
February,24 – 28
	Managing your files. Creating and working with files and folders in Windows XP
	FM 1 to FM 24

	Week 4
March, 3-7
	Getting started with Microsoft Office 2007/2010. 
	Off 1 to Off 32

	Week 5
March, 10-14
	Microsoft word Level 1 /Power point introduction  & Tutorials 
Tutorial 1
	WD 1 to WD 44

	Week 6
March, 17-20
	Getting started with excel Tutorial 1

	EX 1

	Week 7
March, 21–31
	Recess

	

	Week 8
April, 1-4
	Getting started with excel Tutorial 1

	EX 1

	Week 9
April, 7-11
	Formatting a workbook Tutorial 2
	EX 57

	Week 10
April, 14-17
	Formatting a workbook Tutorial 2
	EX 57

	Week 11
April,22–25
	Working with formulas and functions Tutorial 3
	EX 113

	Week 12
April,29 – 30
	Working with formulas and functions Tutorial 3
	EX 113

	Week 13
May, 5-9
	Working with charts and graphics Tutorial 4
	EX 161

	Week 14
May,12-16
	Working with charts and graphics Tutorial 4
	EX 161

	Week 15
May, 19-23
	Revision Week
	

	Week 16
May, 26-30
	Examination Week
	

	Week 17
June, 2-6
	Examination Week
	

	Week 18
June, 9-13
	Examination Week
	

	Week 19
June, 17-19
	Examination Ends
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