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GENEL TANIM / GENERAL DESCRIPTION

Ders Adi / Course Name

Front Office Automation Systems / Front Office Automation Systems

Ders Kodu / Course Code

OTOI160

Ders Tirii / Course Type

Ders Seviyesi / Course Level

Associate / Associate

Ders Akts Kredi / ECTS 5.00
Haftalik Ders Saati (Kuramsal) / 1.00
Course Hours For Week

(Theoretical)

Haftalik Uygulama Saati / Course 2.00
Hours For Week (Objected)

Haftalik Laboratuar Saati / Course 0.00

Hours For Week (Laboratory)

Dersin Verildigi Yl / Year

1

Ogretim Sistemi / Teaching System

Daytime Class / Daytime Class

Egitim Dili / Education Language

Turkish / Turkish

On Kosulu Olan Ders(ler) /
Precondition Courses

On Kosul Yoktur

No Prerequisites

Amaci / Purpose

Onbiiro otomasyon sisteminin (Opera)uygulamali olarak 6gretilmesi dersin ana amacini
olusturmaktadir. Onbiro departmanin yonetimi bilgileriyle birlikte ilgili departmandaki
otomasyon sistemlerine dair pratik beceriler kazandirmak hedeflenmektedir. Dersin amaci
kapsaminda anlatilan konularin uluslararasi standartlarda uygulanis tarzina gére
aktariimasi hedeflenmektedir.

The main purpose of the course is to teach the front office automation system (Opera)
in practice. It is aimed to provide practical skills regarding the automation systems in
the relevant department along with front office department management information.
The aim of the course is to convey the topics explained in accordance with the way
they are implemented in international standards.

igerigi / Content

Ders kapsaminda, 6nbiiro departmanin yénetimi ve ilgili departmanlarin otomasyon
sistemlerine dair ders igerigi bulunmaktadir. On biiro islemlerinin 6n biiro otomasyonu
aracihigiyla yuritilmesine yonelik prosedirleri kapsamaktadir. Dersin konulari temel olarak
paket programlarda rezervasyon, bilgileri isleme, kayit etme, hesap isleme, diizeltme,
glincelleme, raporlar ve oda islemleridir. Ders kapsaminda otel otomasyon programini
kullanarak giris, ¢ikis islemleri, hesap kontrolleri, oda durum guncellemeleri, rezervasyon
islemleri yapmayla ilgili yeterliklerin kazandinimasina yonelik iceriklere sahiptir.

The course includes course content on the management of the front office department
and the automation systems of related departments. It covers the procedures for
carrying out front office operations through front office automation. The subjects of the
course are basically reservations in package programs, information processing,
recording, account processing, correction, updating, reports and room transactions.
The course includes content for gaining competencies regarding check-in, check-out,
account checks, room status updates and reservation transactions using the hotel
automation program.

Onerilen Diger Hususlar /
Recommended Other
Considerations

Staj Durumu / Internship Status

Kitabi / Malzemesi / Onerilen
Kaynaklar / Books / Materials /
Recommended Reading

Konaklama isletmeleri icin MICROS - Fidelio OPERA ON BURO YONETIMi (Alev
Sokmen)

Konaklama isletmeleri icin MICROS - Fidelio OPERA ON BURO YONETIMi (Alev
Sdékmen)




Ogretim Uyesi (Uyeleri) / Faculty
Member (Members)

Ogr. Gor. Gékhan DEMIRAY

Lecturer Gékhan DEMIRAY

OGRENME GIKTILARI / LEARNING OUTCOMES

1 Onbiiroda kullanilan paket programlari tanir. Recognizes the package programs used in the Front Office.

2 Otomasyon programi(Opera) araciligiyla misafir rezervasyon iglemlerini yGratr. It carries out guest reservation transactions through the automation program (Opera).
3 Misafir taleplerini otomasyon programina aktarir ve islemeyi 6grenir. Transfers guest requests to the automation program and learns to process them.

4 Misafir hesaplariyla ilgili islemleri yapar. Performs operations regarding guest accounts.

5 Oda islemleriyle ilgili gtincellemeleri yapar. Makes updates regarding room operations.

6 Onbiiroda istenilen gdrevleri otomasyon programi ile yapar. Performs the required tasks in the front office with the automation program.

HAFTALIK DERS iGERIGi / DETAILED COURSE OUTLINE

217




Hafta / Week

Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
1 OPERA Otel Y6netimi Sistemi (PMS) modiiliiniin genel olarak
incelenmesi
General review of the OPERA Hotel Management System (PMS)
module
. . gretim Yont N _—
Teorik Dersler / Theoretical Uygulama Lab '(I:')gl:ﬁi;(?;ri/(?l'r;:cmi\rgz Methods On Hazirlik / Preliminary
Techniques
2 Rezervasyon penceresinde bulunan iglevler
Functions available in the reservation window
Teorik Dersler / Theoretical Uygulama Lab ?g;ﬁiﬁ:ﬁgtsgig Methods On Hazirlik / Preliminary
Techniques
3 Yeni rezervasyon olusturma, kayit etme, glincelleme
Creating, saving and updating new reservations
. . Ogretim Yont - _
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(rlgri/?rgsgig Methods On Hazirlik / Preliminary
Techniques
4 Misafir, acenta, sirket bilgilerinin sisteme girilmesi
Entering guest, agency and company information into the system
gretim YO "
Teorik Dersler / Theoretical Uygulama Lab Ogretim Yontem ve On Hazirlik / Preliminary

Teknikleri/Teaching Methods
Technigues

5 Oda kategorilerinin belirlenmesi, tanimlanmasi

Determining and defining room categories
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
6 Oda yonetimi ve blokaj atma islemleri
Room management and blocking operations
. . Ogretim Yontem ve = .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Technigues
7 Fiyat yénetimi ve kontrolleri
Price management and controls
. . Ogretim Yoéntem ve . o
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
8 Ara Sinav
Midterm
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab 'Cl')glzﬁmqeri/(')l'gt:cr:?\i\r,lz Methods On Hazirlik / Preliminary
Technigues
9 Misafir hesaplari ydnetimi, hesaplarda transfer iglemleri
Guest accounts management, transfer transactions in accounts
. . Ogretim Yoéntem ve x .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
10 Doluluk oranlar ve istatistik bilgileri okuma, inceleme, yorumlama
Reading, reviewing and interpreting occupancy rates and statistical
information
. . Ogretim Yoéntem ve - o
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
11 Yapilan hatali igslemleri diizeltme se¢enekleri

Options to correct erroneous transactions

417




Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
12 Kisa yol tuglan ve islevleri
Hotkeys and their functions
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab '?glzﬁgll(rlnerils)l'gt:é?]i\rgz Methods On Hazirlik / Preliminary
Technigues
13 Gn-sonu islemleri (Nigh audit)
End-of-day transactions (Nigh audit)
. . Ogretim Yont - .
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(l?;ri/s)rgsgiﬁz Methods On Hazirlik / Preliminary
Techniques
14 Raporlar penceresinin kullanimi
Using the reports window
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab 'Cl')glzﬁmqeri/(')l'gt:cr:?\i\r,lz Methods On Hazirlik / Preliminary
Technigues
15 Final
Final
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DEGERLENDIRME / EVALUATION

. Savi/ Katki Yuzdesi /
Yanyil (Yil) Ii Etkinlikleri / Term (or Year) Learning Activities Nun}llber Percentage of
Contribution (%)
Ara Sinav / Midterm Examination 1 100
Toplam / Total: 1 100
Basar Notuna Katki Yiizdesi / Contribution to Success Grade(%): 40
Savi/ Katki Yuzdesi /
Yanyil (Yil) Sonu Etkinlikleri / End Of Term (or Year) Learning Activities Nurr¥ber Percentage of
Contribution (%)
Final Sinavi / Final Examination 1 100
Toplam / Total: 1 100
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
SR Er e e Number | Duration Work Load
(Hours) (Hour)
Ara Sinav igin Bireysel Calisma / Individual Study for Mid term Examination 1 1.00 1.00
Final Sinavi / Final Examination 1 1.00 1.00
Final Sinavi igiin Bireysel Calisma / Individual Study for Final Examination 1 30.00 30.00
Laboratuvar Ara Sinavi / Laboratory Midterm Examination 1 1.00 1.00
Soru-Yanit / Question-Answer 3 12.00 36.00
Uygulama/Pratik / Practice 1 56.00 56.00
Toplam / Total: 8 101.00 125.00

Dersin AKTS Kredisi = Toplam Is Yiikii (Saat) / 25.00 (Saat/AKTS) = 125.00/25.00 = 5.00 ~ 5.00 / Course ECTS Credit = Total Workload (Hour) / 25.00 (Hour / ECTS) = 125.00 / 25.00 = 5.00 ~ 5.00
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PROGRAM VE OGRENME CIKTISI / PROGRAM LEARNING OUTCOMES

Ogrenme Ciktilari / Program Ciktilar / Program Outcomes
Hzailifg QUERES 111 (112113 [1.14 [ 115 [ 116 | 1.1.7 [1.1.8 | 1.1.9 [1.1.10[1.1.11[1.1.12[1.1.13|1.1.14

1.Onbiiroda kullanilan paket
programlari tanir. / Recognizes

the package programs used in 1 5 1 1 1 1 1 1 1 5 1 1 1 1
the Front Office.

2.0tomasyon programi(Opera)

araciligiyla misafir rezervasyon

islemlerini yuratdr. / It carries 1 5 1 1 1 1 1 1 1 1 1 1 1 1

out guest reservation
transactions through the
automation program (Opera).

3.Misafir taleplerini otomasyon
programina aktarir ve islemeyi
ogrenir. / Transfers guest 1
requests to the automation
program and learns to process
them.

4.Misafir hesaplariyla ilgili
islemleri yapar. / Performs 1
operations regarding guest
accounts.

5.0da islemleriyle ilgili
glincellemeleri yapar. / Makes 1
updates regarding room
operations.

6.0nbiiroda istenilen gérevleri
otomasyon programi ile
yapar. / Performs the required 1 5 1 1 1 1 1 1 1 1 1 1 1 1
tasks in the front office with the
automation program.

Katki Duzeyi / Contribution Level : 1-Cok Diislik / Very low, 2-Diisiik / Low, 3-Orta / Moderate, 4-Yuksek / High, 5-Cok Yuksek / Very high
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