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	Course Unit Descriptor
	Faculty               
	Faculty of Civil Engineering and Architecture

	GENERAL INFORMATION

	Study program 
	Civil Engineering

	Study Module  (if applicable)
	

	Course title
	Introduction to computers

	Level of study
	Bachelor             

	Type of course
	Obligatory                

	Semester  
	Spring

	Year of study 
	1st

	Number of ECTS allocated
	3

	Name of lecturer/lecturers
	Milan Gocić

	Teaching mode
	Lectures;  Individual tutorials;  Laboratory work

	PURPOSE AND OVERVIEW (max. 5 sentences)

	Achieving basic knowledge of computer science and using standard informatics tools for writing documents and work with tabular organized data. Ability of students to use the computer to work with text documents and spreadsheets. Ability to automate processes using the capabilities of Microsoft Office package.

	SYLLABUS (brief outline and summary of topics, max. 10 sentences)

	Theoretical teaching

1. Introduction. 2. Hardware: computer components, computer features, memory, input devices, output devices. 3. Software. 4. Operating system. 5. Principles of word processing - Microsoft Word. 6. Entering, editing and formatting. 7. Objects. 8. Preparation for printing. 9. The processing of tables: Microsoft Excel. 10. Entering and editing of data, formulas and graphics. 11. The program for creating presentations: Microsoft Power Point. 12. The text, charts and graphic objects. 13. Networks: types of networks and data transfer. 14. Security: identity, authenticity, data security and viruses. 15. Copyright.

Practical teaching: Exercises

1. Computer components. 2. Memory, input and output devices. 3. Operating system Windows 7 4. Practical examination (the first test). 5. Microsoft Word: Create and edit text documents. 6. Objects. 7. Preparation for printing. 8. Practical examination (second test). 9. Microsoft Excel: Working with workbooks and worksheets. 10. Entering and editing data. 11. The formulas and graphs. 12. Practical examination (third test). 13. Microsoft Power Point: text and graphs. 14. Graphical objects and preparing output. 15. Practical examination (the fourth test).

	LANGUAGE OF INSTRUCTION

	Serbian  (complete course)              

	ASSESSMENT METHODS AND CRITERIA

	Pre exam duties
	Points
	Final exam
	points

	Activity during lectures
	10
	Written examination
	

	Practical teaching
	
	Oral examination
	30

	Teaching colloquia
	60
	OVERALL SUM
	100

	*Final examination mark is formed in accordance with the Institutional documents


