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Improving computer-related skills. Prepare students to function effectively (e.g.) in an office environment, laboratories equipped with computers.

Wymagania wstepne
None

Zakres tematyczny

The basic computer tasks - using email, finding and downloading information from the web, downloading files from the Internet, data security.

Forma zaliczenia

Zaliczenie na
ocene

Microsoft Word - work with a documents in text editor, fine-tuning text; layout of the pages; editing and formatting tools; lists; tables; inserting objects; the use of styles.

Microsoft PowerPoint - preparing materials and multimedia presentations.

Microsoft Excel - entering and editing data; calculations in the spreadsheet; analyzing and presenting data; formatting a sheet; creating charts.

Metody ksztatcenia

Demonstration, practical classes.

Efekty uczenia sie i metody weryfikacji osiggania efektéw uczenia sie

Opis efektu Symbole efektéw Metody weryfikacji
The graduate student searches out and uses available sources of information. ® K1A_U13 ® aktywnos$¢ w trakcie
® K1A_U18 zajec
® obserwacje i ocena
umiejetnosci
praktycznych studenta
The graduate student owns basic knowledge about computer hardware and wide-ranged ® K1A_W35 ¢ aktywnosé w trakcie
acquaintance of operating system Windows and Microsoft Office; ability to creation of zajec
complex documents in a text editor (Microsoft Word), calculation sheet (Microsoft Excel) ® obserwacje i ocena
and multimedia presentation (Microsoft PowerPoint), vector graphics; graduate student umiejetnosci

uses internet and e-mail programs fluently.

praktycznych studenta
® praca kontrolna

The graduate student is able to: read letters, reports, instructions, information brochures ® K1A_U15 ® aktywnos$¢ w trakcie
and other texts, evaluate mediumistic texts critically, use encyclopedia, internet, language zajec

dictionaries and specialist dictionaries.

obserwacje i ocena
umiejetnosci
praktycznych studenta

Forma zaje¢

® Laboratorium

® Laboratorium

® Laboratorium
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Opis efektu Symbole efektow Metody weryfikacji Forma zaje¢

The graduate student is able to create of complex documents in a text editor, calculation ® K1A_U67 ¢ aktywnos$¢ w trakcie ® Laboratorium
sheets and multimedia presentations, vector graphics; graduate student uses internet and zajec
e-mail programs fluently. ® obserwacje i ocena

umiejetnosci

praktycznych studenta

Warunki zaliczenia

Positive grades from all tasks and assignments.

Literatura podstawowa
1. Tyson H.: Word 2010 Bible. Wiley. Indianapolis 2010.

2. Walkenbach J.: Excel 2010 Bible. Wiley. Indianapolis 2010.

3. Wempen F.: PowerPoint 2010 Bible. Wiley. Indianapolis 2010.

Literatura uzupetniajaca
Uwagi
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