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GENEL TANIM / GENERAL DESCRIPTION

Ders Adi / Course Name

Ders Kodu / Course Code

OLOJ271

Ders Tirii / Course Type

Ders Seviyesi / Course Level

Associate / Associate

Ders Akts Kredi / ECTS 4.00
Haftalik Ders Saati (Kuramsal) / 2.00
Course Hours For Week

(Theoretical)

Haftalik Uygulama Saati / Course 0.00
Hours For Week (Objected)

Haftalik Laboratuar Saati / Course 0.00
Hours For Week (Laboratory)

Dersin Verildigi Yl / Year 2

Ogretim Sistemi / Teaching System

Daytime Class / Daytime Class

Egitim Dili / Education Language

On Kosulu Olan Ders(ler) /
Precondition Courses

On kosulu olan ders yok

No courses with prerequisites

Amaci / Purpose

Bu derste bilisim olanaklarini kullanarak kendini gelistirmek ile ilgili yeterliklerin
kazandinimasi amacglanmaktadir. Geligen teknoloji ile birlikte glinimiizde bilgisayarin ofis
ortamlarinda kullanimi gok daha yayginlagsmistir. Bilgisayar ortaminda islemlerin daha hizl
ve guvenli yapilabilmesi bilgisayar kullanimini kacinilmaz bir duruma getirmistir. Bu
nedenle egitimin vazgegilmez bir parcasi haline gelen bilgisayarin kullanimi ve 6zel
programlarin detayli egitimi bu ders kapsaminda verilmektedir.

This course aims to provide competencies related to self-improvement by using
informatics opportunities. With the developing technology, the use of computers in
office environments has become much more common today. The ability to perform
faster and safer transactions in the computer environment has made the use of
computers inevitable. For this reason, detailed training in the use of computers and
special programs, which has become an indispensable part of education, is given
within the scope of this course.

igerigi / Content

"Bilgisayar Donanim, Anakart, bios, Ekran KArti, Ses Karti " "Ofis uygulamalarn ortak
ozellikleri " "MS Word -Grafik, (st bilgi, alt bilgi, sayfa numarasi, basvuru ve nesneler
eklemek " "MS Word - Degisiklikleri izle, Denklem olusturma, Denetim eklemek " "MS
Word - Stiller, igindekiler tablosu ve kaynakga olusturma, Adres Mektup Birlestirme " "MS
Excel-Hicreler, Satirlar ve Situnlar " "MS Excel-Veri isleme ve Dizenleme " "MS Excel-
Formdillerle Veri Hesaplama " "MS Excel-Tablo ve Grafik Olusturma " "MS Power Point-
Slaytlarla galisma, ekleme, dlizenleme, cikarma " "MS Power Point- Yazilara Animasyon
ekleme " "MS Power Point- Sunum Tasarimi hazirlama MS Power Point-Zamanlama
provasi, Aslil Slayt, Agiklama ekleme MS Power Point- Sunum Hazirlama" "MS Power
Point-Zamanlama provasi, Asil Slayt, Agiklama ekleme " MS Power Point- Sunum
Hazirlama

"Computer Hardware, Motherboard, Bios, Video Card, Sound Card" "Common
features of office applications" "MS Word - Adding graphics, header, footer, page
numbers, references and objects" "MS Word - Track changes, Create equations,
Adding a control " "MS Word - Styles, Creating a table of contents and bibliography,
Mail Merge " "MS Excel-Cells, Rows and Columns" "MS Excel-Data Processing and
Editing" "MS Excel-Data Calculation with Formulas" "MS Excel- Creating Tables and
Graphs " "MS Power Point - Working with slides, adding, editing, removing " "MS
Power Point - Adding Animations to Texts " "MS Power Point - Preparing Presentation
Design MS Power Point - Timing rehearsal, Slide Master, Adding Descriptions MS
Power Point - Presentation Preparation" "MS Power Point - Timing rehearsal, Slide
Master, Adding Description " MS Power Point - Presentation Preparation

Onerilen Diger Hususlar /
Recommended Other
Considerations

Ogrenciler kaynak kitaptan faydalanabilir.

Students can benefit from the source book.

Staj Durumu / Internship Status

Staj yok

No internship




Kitabi / Malzemesi / Onerilen Ramazan BAYKAL, Bilgisayar ve Ofis Programlar Kullanimi, EkinBasim Yayin, 2013. Ramazan BAYKAL, Bilgisayar ve Ofis Programlar Kullanimi, EkinBasim Yayin,2013.
Kaynaklar / Books / Materials /
Recommended Reading

Ogretim Uyesi (Uyeleri) / Faculty Ogretim Gorevlisi Ayse Aktug Lecturer Ayse Aktug
Member (Members)

OGRENME GIKTILARI / LEARNING OUTCOMES

1 Ofis programlari neler oldugu ve ne amagl kullanilacaklari hakkinda genel bilgi edinilecektir. You will gain general information about what office programs are and what they will be used for.

2 Ofis programlarindan Word kullanim becerisi agma diizenleme kaydetme degistirme vb becerileri Students will gain skills in using Word, one of the office programs, opening, editing, saving, changing,
kazanacaktir. etc.

3 Word kullaniminda basvurulari kullanarak dipnot sonnot, kaynakga icindekiler ve tablo olusturma Students will gain skills in creating footnotes, endnotes, bibliography, table of contents and tables
becerileri kazanacaktir. using references in Word.

4 Ofis programlarindan Excel kullanimi temel becerileri kazanilacaktir. Grafik, tablo olusturmak ve Basic skills in using Excel, one of the office programs, will be acquired. They will gain basic skills such
hesaplamalar yapma gibi temel becerileri kazanacaktir. as creating graphs, tables and making calculations.

HAFTALIK DERS ICERIGi / DETAILED COURSE OUTLINE
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Hafta / Week

Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods

On Hazirlik / Preliminary

Techniques

1 Bilgisayar Donanim, Anakart, bios, Ekran KArti, Ses Karti

Computer Hardware, Motherboard, bios, Graphics Card, Sound Card

Teorik Dersler / Theoretical Uygulama Lab ?g{ﬁ;ﬂ;}ﬁgg&i\éz Methods On Hazirlik / Preliminary

Techniques

2 Ofis uygulamalarn ortak 6zellikleri

Common features of office applications

Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
3 MS Word -Grafik, st bilgi, alt bilgi, sayfa numarasi, basvuru ve
nesneler eklemek
MS Word - Inserting graphics, headers, footers, page numbers,
references and objects
. . Ogretim Yont - _
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(rlgri/?rgsgig Methods On Hazirlik / Preliminary
Techniques
4 MS Word - Degisiklikleri izle, Denklem olusturma, Denetim eklemek
MS Word - Track changes, Create equations, Add controls
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab '?glzﬁgll(rlnerils)l'gt:é?]i\r’:; Methods On Hazirlik / Preliminary
Technigues
5 MS Word - Stiller, icindekiler tablosu ve kaynakca olusturma, Adres

Mektup Birlestirme

MS Word - Styles, Creating a table of contents and bibliography, Mail
Merge
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
6 MS Excel-Huicreler, Satirlar ve Sttunlar
MS Excel-Cells, Rows and Columns
. . Ogretim Yontem ve = .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Technigues
7 MS Excel-Veri Isleme ve Diizenleme
MS Excel-Data Processing and Editing
. . Ogretim Yoéntem ve . o
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
8 Ara sinav
Midterm Exam
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab 'Cl')glzﬁmqeri/(')l'gt:cr:?\i\r,lz Methods On Hazirlik / Preliminary
Technigues
9 MS Excel-Formiillerle Veri Hesaplama
MS Excel-Data Calculation with Formulas
. . Ogretim Yoéntem ve x .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
10 MS Excel-Tablo ve Grafik Olusturma
MS Excel-Creating Tables and Graphs
. . gretim Yont .. -
Teorik Dersler / Theoretical Uygulama Lab '?eglzﬁill(r;;ri/(?rr;aeg;i\r/\z Methods On Hazirlik / Preliminary
Techniques
1M MS Power Point- Slaytlarla ¢calisma, ekleme, diizenleme, ¢ikarma

MS Power Point - Working with slides, adding, editing, removing
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
12 MS Power Point- Yazilara Animasyon ekleme
MS Power Point- Adding Animations to Texts
Ogretim Yontem ve - -
Teorik Dersler / Theoretical Uygulama Lab Tgknikleri/Teaching Methods On Hazirlik / Preliminary
Technigues
13 MS Power Point- Sunum Tasarimi hazirlama
MS Power Point - Preparing Presentation Design
Ogretim Yontem ve . o
Teorik Dersler / Theoretical Uygulama Lab Tgknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
14 MS Power Point- Sunum Hazirlama
MS Power Point - Presentation Preparation
Ogretim Yontem ve - -
Teorik Dersler / Theoretical Uygulama Lab Tgknikleri/Teaching Methods On Hazirlik / Preliminary
Technigues
15 Final sinavi
Final Exam
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DEGERLENDIRME / EVALUATION

Katki Yiizdesi /

Yariyil (Yil) igi Etkinlikleri / Term (or Year) Learning Activities Ni?]}./t')ér Percentage of
Contribution (%)
Ara Sinav / Midterm Examination 100
Toplam / Total: 100
Basar Notuna Katki Yiizdesi / Contribution to Success Grade(%): 40

Yanyil (Yil) Sonu Etkinlikleri / End Of Term (or Year) Learning Activities

Sayi /
Number

Katki Yuzdesi /
Percentage of
Contribution (%)

Final Sinavi / Final Examination

100
Toplam / Total: 100
Basari Notuna Katki Yiizdesi / Contribution to Success Grade(%): 60
Etkinliklerinin Basar Notuna Katki Yiizdesi(%) Toplami / Total Percentage of Contribution (%) to Success Grade: 100

Degerlendirme Tipi / Evaluation Type:

iS YUKU / WORKLOADS
Siiresi | Toplam Is Yiikii
. Sayi/ (Saat) / (Saat) / Total

ShauliE: o eees Number | Duration Work Load

(Hours) (Hour)
Ara Sinav / Midterm Examination 1 15.00 15.00
Final Sinavi / Final Examination 1 10.00 10.00
Proje Hazirlama / Project Preparation 1 10.00 10.00
Proje Sunma / Project Presentation 1 5.00 5.00
Quiz / Quiz 10 6.00 60.00
Toplam / Total: 14 46.00 100.00

Dersin AKTS Kredisi = Toplam is Yiikii (Saat) / 25.00 (Saat/AKTS) = 100.00/25.00 = 4.00 ~ 4.00 / Course ECTS Credit = Total Workload (Hour) / 25.00 (Hour / ECTS) = 100.00 / 25.00 = 4.00 ~ 4.00
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PROGRAM VE OGRENME CIKTISI / PROGRAM LEARNING OUTCOMES

Ogrenme Ciktllan / Program Ciktilari / Program Outcomes
Healtilyg (Ol 111 (112113 [1.1.4 | 115 [ 116 | 1.1.7 | 1.1.8 | 1.1.9 [1.1.10[1.1.11

1.0fis programlari neler oldugu
ve ne amaglh kullanilacaklari
hakkinda genel bilgi
edinilecektir. / You will gain 1 1 1 1 2 2 2 3 3 3 3
general information about what
office programs are and what
they will be used for.

2.0fis programlarindan Word
kullanim becerisi agma
duzenleme kaydetme
degistirme vb becerileri
kazanacaktir. / Students will 2 2 2 2 1 1 1 3 3 2 2
gain skills in using Word, one
of the office programs,
opening, editing, saving,
changing, etc.

3.Word kullaniminda
basvurulari kullanarak dipnot
sonnot, kaynakga igindekiler ve
tablo olusturma becerileri
kazanacaktir. / Students will 2 2 1 1 2 2 3 3 3 4 4
gain skills in creating footnotes,
endnotes, bibliography, table of
contents and tables using
references in Word.

4.0fis programlarindan Excel
kullanimi temel becerileri
kazanilacaktir. Grafik, tablo
olusturmak ve hesaplamalar
yapma gibi temel becerileri
kazanacaktir. / Basic skills in 3 3 3 2 2 2 1 1 4 4 4
using Excel, one of the office
programs, will be acquired.
They will gain basic skills such
as creating graphs, tables and
making calculations.

Katki Dlizeyi / Contribution Level : 1-Cok Diisiik / Very low, 2-Diisiik / Low, 3-Orta / Moderate, 4-Yiksek / High, 5-Cok Yiiksek / Very high
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